




















General Motors’ New Engineering Staff Office Building 
Makes Maximum Use of Natural Light (Page 10) 





It Takes 500 Tons 
of Equipment for Just 
One Telephone Exchange 


Five hundred tons of equip- 
ment and 62.000 man-hours of 
work are needed to install just 
one 10,000-line Dial Telephone 
Exchange. 

Here’s the story of months of 
work condensed into two minutes 
of reading time. (Bear with us, 
please, if several of the words get 
technical.) 

There are 1800 crossbar 
switches, 4000 multi-contact re- 
lays and 65,000 conventional 
relays. These automatic switch- 
ing mechanisms open or close 
millions of telephone circuit 
paths, 


Eighty miles of cable are needed 
to connect all this apparatus. 
There are 2.600.000 soldered con- 
nections, each one a careful hand 
operation. 

All that is for only one Tele- 
phone Exchange to serve one 
community. At present-day 
prices, the cost runs to $1,500,000. 

The money for these new facil- 
ities must come largely from in- 
vestors who are willing to put 
their savings in the business. 

Only through reasonable earn- 
ings can the telephone company 
attract the new money that is 
needed to do the job. 


BELL TELEPHONE SYSTEM 





AMERICAN BUSINESS 


NOVEMBER 1951 
VOLUME 21, NUMBER 11 


MONTHLY—$4.00 A YEAR—35 CENTS A COPY 


The March of Business .. . ; er eee eee re ee ee a ee 
Selling the Right Attitude to Shatin - 2 2 + « es « « « « Eugene Whitmore 8 
GM's New Tech CenterIs Glass Workshop ....... . . . Dwight G. Baird 10 
Office Finds Use forColumns ............. . . . . Lillian Stemp 12 
6 Ideas for Opening a Store, Salesroom, Office, or Branch . ..... . . 14 
Accounts Receivable—Two Clerks Handle 3,500 Accounts . .... . . W.d. Wasle 16 
Bus Driver to President Wells Norris 18 
Firm Has 5 Million Customers. ........... . . . . Paul Eastman 20 
Who'll Design Tomorrow's Gadgets? ........ .. . . Walter B. Lovelace 22 
Placing 1,500 MenaDay!. .. . panels - . «. « . . Helen Waterman 26 
Streamlined Punched Card Sito Manual Postal a Order . Osborne A. Pearson 30 
Film on Typing Aids Training ee . 40 
Pneumatic Tube System Speeds Paper Flow. ............. . . . 46 


DEPARTMENTS 


Employee and Industrial Relations . . . 59 Business Tips 
New Systems and Equipment ... . . 62 New Books 
Looking Ahead with Business . .......... =... . =. =. 3.C. Aspley 





Decentralization Tssue 


AMONG THE MANY PROBLEMS FACING other by certain big businesses. Read- 
business today is that of decentrali- ing of other companies’ experiences in 
zation. More and more companies decentralizing might help undecided 
have concluded they can operate more companies to come to a definite de- 
efficiently, and perhaps more safely, cision as to the advisability of de- 
by spreading out over the country. centralizing their plants. 
AMERICAN BUSINESS has_ prepared Another feature to watch for is a 
several special reports about some of story about Plough, Inc., a Memphis 
these decentralized firms. company that caters to little cus- 
A forthcoming issue will be devoted tomers. Listed among the firm's 90 
to this single, vital subject—decentral- products are St. Joseph's aspirin 
ization—bringing out the reasoning Penetro nose drops, and rubbing 
behind the choice of one site over an- ointment. 


Member: Audit Bureau of Circulations and National Association of Magazine Publishers, Inc 


DARTNELL PUBLICATIONS, INC., 4660 RAVENSWOOD AVENUE, CHICAGO 40, U.S. A. 


JOHN CAMERON ASPLEY, Publisher -:- EUGENE WHITMORE, Editor -:- Wetts Norris, Managing Editor 
EDWIN H. SHANKS, Associate Editor -:- Beatrice Moore, Desk Editor -:- F.C. Minaker, Industrial Relations Edito: 
WILuiaM S. HUTCHINGS, Advertising Manager -:- E. L. WeRNICKE, Circulation Manage? 


Entered as second clasa matter February 18, 1937, at the 











Addresses are 
stenciled in 


CORPORATIONS 


of DISTINCTION are 
Switching to 


standard type- 
writer 


Py 


Then they are 


g8 


A few other 
Elliott address- 


filed like index 
ds 


Because Elliott Address 
Cards eliminate half the 
bulk, five-sixths of the 
weight and most of the 
noise and expense of 
old-style address plates. 


te 


ing machines 


- 


: 


oe 
_ 
en 
& 


Be Gs 


Any standard type- 
writer stencils addresses 
into Elliott 
metallic address cards 
and they can be filed 
in any metal address 
plate cabinet. 


non- 


So it is very easy to 
change from metal ad- 
dress plates to non- 
metallic Elliott Address 
Cards, without disturb- 
ing your addressing 
department. : 


Silence, cleanliness, 
faster and better ad- 
dressing, automatic 
form feeding and many 
other advantages are 
yours and your savings 
or profit will amount to 
3344% to 50% of the cost 
of the switch to Elliott 
Equipment every year 
thereafter. 


Elliott literature and /or 
an Elliott representa- 
tive await your call. 


ADDRESSING 
MACHINE CO. 


153-J Albany Street, Cambridge 39, Mass. 


(Courtesy of Underwood Corporation) 
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More on Check Sorting 
To the Editor: 

We have noted with interest the 
article in your August issue describ- 
ing the check-sorting system _ re- 
portedly devised by Mr. E. L. Tait. 

We have used substantially the 
same method at Johnson & Johnson 
for about 10 years and agree that it 
is an effective timesaver in accom- 
plishing a very laborious task. 

We do not, however, place the 
checks face down when sorting. We 
feel that the cumulative effort of the 
extra motion involved, where a large 
number of checks is being sorted, is 
a considerable factor. Also, there 
would seem to be some merit in the 
opportunity for sight-check afforded 
by keeping the check numbers visible. 
Actually, the placing of the check in 
the proper pile, under our method, is 
no more a matter of “matching” than 
if the checks were placed face down. 

In order to effect the desired 
numerical sequence at the completion 
of the final digit sort, it is necessary 
to give attention to the order in which 
the piles are picked up following the 
sort of each digit. If the number of 
digits to be sorted is odd, the piles 





after the first sort are picked up 
“right,” that is, with the nine pile on 
the bottom, the eight pile on top of 
it, the seven pile next upward, and 
so on. The piles after the second sort 
are picked up in the exact reverse 
order, and so on, reversing the order 
of picking up after each sort. This 
will bring the checks into numerical 
sequence after the third or any other 
odd-numbered sort. In the event that 
the number of digits to be sorted is 
even, we simply make the first pick- 
up “wrong,” that is, with the nine 
pile on top, the eight pile under it, 
the seven pile next downward, and so 
on. There will thus result complete 
numerical sequence at the comple- 
tion of each even-numbered sort 

M. O. SmitH, general auditor, John- 
son & Johnson, New Brunswick, N. J. 


Anti-Selling Ordinance 


To the Editor: 


The response of Chicago firms do- 
ing business and having contact with 
direct sellers whose home office and 
manufacturing plants were outside of 
Chicago to the ordinance situation re- 
garding direct selling in Chicago was 
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remarkable. In my opinion, their ac- 
tion in contacting the various alder- 
men contributed in no small way to 
the apparent tabling of this ordinance 
indefinitely. 

I read with a great deal of interest 
your articles on the ordinance which 
came out in your own publication, as 
did also the members of our Legal 
Department who were actively in- 
volved in the various phases of this 
situation. 

It would be a pleasure to have you 
put me on your subscription list 
for AMERICAN BUSINESS.—WALLACE E. 
CAMPBELL, vice president, The Fuller 
Brush Co., Hartford, Conn. 


Mr. CAMPBELL: Thanks for the kind 
words. I hope we have succeeded in 
tabling the Green-River Ordinance. 


Reservoir of Talent 


To the Editor: 

It is our opinion here at Solar that 
Helen Waterman did a splendid job 
of reporting the article on our com- 
pany in AMERICAN BUSINESS, August 
issue. 

Incidentally, for your information, 
Solar Aircraft Company is receiving 
a Presidential Citation this coming 
Tuesday as being the outstanding 
company in Southern California for 
the hiring of handicapped people in 
industry.—A. G. WITT, assistant man- 
ager, industrial relations, Solar Air- 
craft Co., San Diego, Calif. 


Author Answers Back 


To the Editor: 


I have never claimed to be the only 
person to have discovered this method 
of sorting checks. Indeed, with thou- 
sands of people sorting checks for the 
last hundred years or so, it would be 
very unusual if a considerable num- 
ber of them did not arrive at the 
same timesaving method. 

But in addition fo the thousands of 
people who possibly know, and use, 
this sorting method, there are count- 
less other thousands to whom it will 
be new and novel,-and who will be 
very glad to have the method ex- 
plained to them. It was for the 
benefit of these other readers that 
AMERICAN BUSINESS published it 

Mr. Twichell raised a question in 
October AMERICAN BUSINESS of ethics 
in attempting to sell this system. If 
I had discovered, invented, or origi- 
nated this system, and if to facilitate 
its use I had devised a sorting tray 
such as you mention, certainly there 
would be nothing unethical in at- 
tempting to sell the tray and send 
along instructions for its use. 

The whole question of ethics, how- 
ever, is somewhat academic, because 
the system, when published in AMErI- 
CAN BUSINESS, is offered free to any 
office manager who cares to avail 
himself of it—E. L. Tart, controller, 
Fetzer Broadcasting Co., Kalamazoo, 
Mich. 
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If you need complicated carbon-interleaved forms of any 
size or combination of sizes to speed up distribution of infor- 
mation, cut down clerical errors, reduce your record-keeping 
costs . . . call on Federal! We design and print forms to 
solve your every business problem. 


Federal forms are precision-printed on the fastest, most 
modern machines available. Federal service is prompt. Fed- 
eral prices are attractive. Ask us to quote on your next job. 


Some Federal Specialties: Multiple carbon forms . . . 
carbon - interleaved state- 
ments... voucher and pay- 
roll checks . . . forms requir- 
ing spot carbon or die-cut 
carbon...business machine 
forms! 


FEDERAL pee 


business Fowucrs. sve. 90 GOLD ST. . NEW YORK 38 * CO 7-8850 











You're looking at the central cost and material sec- 
tion of DeLaval Steam Turbine Company of Trenton, 
\. J. Why this section came into being has a moral for 
every manufacturer, large or small. Originally, 
DeLaval maintained separate cost and material records. 
It goes without saying that such a system on over 
75,000 parts was not the answer. DeLaval’s Methods 
Department reviewed the operation, combined both 
records into one. recommended that Cardineer, the 
“plus benefits” rotary file, be used for these new 
records. DeLaval immediately experienced new speed, 
accuracy and improved clerk efficiency in fact, 
DeLaval has become a most enthusiastic Cardineer 





booster. Regardless of your record inventory, sales 
or personnel Cardineer can bring you astounding 
results. Use the ¢ oupon today for the profitable details. 
Diebold, Incorporated, 2003 Mulberry Road, Canton 2. 
Ohio, Dept. C-3. 


Diebold, Incorporated, Canton 2, Ohio ° 

After reading about DeLaval, I'd like to get the facts on 

Cardineer without obligation in 

Nome ritle RECORD HANDLING ystems 


Company Microfilm © Rotary, Vertical and Visible Filing Equip- 
ment © Safes, Chests and Vault Doors © Bank Vault 
Address Equipment © Burglar Alarms 


Factory Branches and Dealers in all principal cities 
City Zone 








Serving Business for over 92 years 
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Western Union's long difficulties 
may be partially due to what 
seems to be an inept public rela- 
tions policy. Recently a customer 
of the big communications com- 
pany was building a warehouse. 
A Western Union pole was in the 
way. The builder contacted a 
Western Union office and asked 
that the pole be moved. Western 
Union grudgingly agreed to move 
the pole a few feet. Cost to the 
builder, $225. It was not an im- 
portant line—very few wires and 
only one crossarm were involved. 
Men who ought to know think that 
$75 to $100 would have been a fair 
price for the work. The company 
owning the ware house has 
switched much of its communica- 
tions from Western Union to long 
distance telephone calls as a result. 


Decentralization continues on a 
gigantic scale. Many new factors 
are influencing the trend toward 
decentralization. Some companies 
have grown to such size they need 
splitting up. New discoveries of 
raw materials are another factor. 
Labor shortages in some areas are 
still another factor, and better 
access to markets, and changing 
population are still others. Only a 
severe shortage of materials can 
halt the big decentralization and 
expansion which industry has on 
the drawing boards. 


Take It Easy, Executives! 
One week last summer we tele- 
phoned the general manager of a 
well-known company to arrange a 
visit. We learned he was in a hos- 
pital suffering a heart attack. The 
same day we called another execu- 
tive. He was at Mayo Clinic in 
Rochester for treatment. Next day 
we called a financial executive, 
only to learn that he was in a 
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hospital suffering from a severe 
paralytic stroke. Only a short time 
later a wire came announcing the 
death of a man who had retired 
in January 1951, expecting a long, 
leisurely autumn of his life. As in 
the past, we urge hard-pressed 
executives to visit the best doc- 
tors available at least once a year 
for a check-up, and then to do 
what the doctor advises, even if 
it means a comfortable couch in 
the office for a mid-afternoon rest. 
Business and industry are killing 
off too many valuable men at a 
time when they are needed most. 


T. V. Houser, vice president in 
charge of merchandising, Sears, 
Roebuck and Company, recently 
gave a talk, “This Is Sears,” to 
members of the Associated Mer- 
chandising Corporation. Fortu- 
nately, Mr. Houser’s talk has been 
published in booklet form. We 
found it fascinating. But any other 
businessman may find it not only 
fascinating, but extremely helpful. 
It is perhaps the best description 
of Sears and Sears’ policies ever 
put down on paper. A letter to 
Mr. Houser’s office at Sears, Roe- 
buck and Company, Chicago, will 
bring you a copy. We have read 
$7 textbooks on business which 
contained less helpful information. 


Sears, Roebuck and Company, 
Mr. Houser declared, “‘seems to be 
the despair of scientific manage- 
ment students and writers who 
constantly come to look us over. 
The general pattern was set some 
20 years ago, when a committee, 
of which I was a member, studied 
the basic form of organization for 
a greatly expanded business. Prior 
to that time, operations were very 
rigid, with orders’ transmitted 
down the line to people so far 
away they often did not make 


sense in view of local conditions, 
or were not understood. We studied 
many forms of organization, and 
developed a system geared to our 
specific requirements.” Perhaps 
here, at last, is a revelation of 
the secret of Sears’ incredible 
business. Operating with mer- 
chandise which is, as a rule, avail- 
able to all other large scale opera- 
tors and many small store owners, 
Sears has sold merchandise in a 
volume that simply puts the com- 
pany into a class of its own. No 
other company is anywhere near it 
in size; no other company has en- 
joyed such fantastic growth; no 
other company seems to have an 
employee-relations policy which 
enables rank and file employees to 
retire so early, with so much. No 
other big operator seems to win 
the support and affection of its 
small, local competitors as does 
Sears. Some day the sociologists, 
as well as the sales and advertising 
managers, will get wise to them- 
selves and study Sears, not only 
as the country’s most astute mer- 
chandiser, but as a factor in the 
social welfare of the country. 


One More Item about Sears. 
Mr. Houser’s clear, frank exposi- 
tion of Sears’ policies is perhaps 
the best statement of its kind we 
have read. Every’ corporation 
needs somebody who knows com- 
pany policy, and who knows how 
to explain and humanize it. Until 
the advent of Mr. Houser as a top 
level Sears executive, there never 
was anybody at Sears who ex- 
plained or described the company’s 
contribution to the country, and no 
one, to our knowledge, ever made 
such a friendly, lucid, and broad- 
scale statement of a great com- 
pany’s methods as did Mr. Houser 
in the talk from which we have 
just quoted. 











DUSTPROOF UNDER-CONSTRUCTION 
saves cleaning time—no time lost ‘re 


doing’ soiled work 





Let’s look at Jackson Desks 4 
from a work-saving angle 





Take a tip from time-study experts. Standardize on 
desks that stretch every working minute—by ruling out 
needless effort right down the line. 


Jackson Desks are engineered all ways to speed work 
and spare workers. Each is designed to keep all con- 
tents always within easy reach. Each gives more leg- 


room for all-day user comfort—with no loss of center- 
EASY-TO-USE FILE DRAWER is roller 


bearing suspended—fingertip action 


drawer space. All drawers always respond to a touch, 
even when heavily loaded. and convenience 


And all Jackson Desks are as handsome as they are 
handy. Theirs is the lasting beauty of natural wood, 
richly finished in eye-restful tones. Built to last, too. . . 
indefinitely. Demand for these famous desks stays 
well ahead of production. So, better check with your 
dealer now. Or write us today. 


CLUTTERPROOF CENTER DRAWER al- 
=f lows easy access to front tray without 
f . “7 FREE GUIDE TO GREATER OFFICE EFFICIENCY pushing back chair—keeps contents of 


. tray intact when drawer is closed 





Ko eo — Send for your free copy of 
~. | 


= S22 "L Office Costs" —filled 
= WL Z ower ice osts ile 
WW / with profitable pointers on 


y) yo improving office efficiency. JASPER 
OFFICE FURNITURE CO. 
MEME OF Woo OFFICE FURNITURE INSTITUT DEPT. AB] + JASPER, INDIANA 
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Big Business and Little Business 
have exactly the same problems. 
We have watched a_ promising 
small business lose friends, its 
sales dwindle away to nothing, 
and its potential profits turn to 
red ink simply because the owner 
got mad at the community leaders 
when they objected to a wholly 
unnecessary stench the company’s 
operations created. No community- 
wide retaliation was taken, but at 
every lunch and dinner table some- 
body had mentioned the bad odor 
which the plant created; and with- 
out anybody attempting to do any- 
thing “officially” about it, the 
community crucified a potentially 
valuable business. It just doesn’t 
make sense for a businessman to 
talk about preserving the Ameri- 
can way when his own enterprise 
stinks of methods which are 
medieval. 


Gustav Metzman, president of 
the New York Central System, 
reminds us that railroads have no 
pricing discretion in determining 
the rates charged for their serv- 
ices. Railroad rates have advanced 
less than the services and products 
which they buy. When the Inter- 
state Commerce Commission was 
granted the right to control rates, 
the railroads had a virtual mo- 
nopoly on transport. Outside of the 
horse and mule, and the very 
limited transport facilities of the 
waterways, the railroads had a 
monopoly. Today that monopoly is 
gone. Why isn’t it about time to 
stop punishing the railroads for 
the sins of men long dead, and 
permit them to price their services 
high enough to earn a _ profit? 
Many of the abuses in railroad 
management which occurred when 
the railroads had a virtual mo- 
nopoly have disappeared. But the 
controls, designed to prevent those 
monopolistic abuses, are still re- 
tained. Punishing the railroads is 
also punishing railroad customers, 
and everybody is a railroad cus- 
tomer. If we could induce Congress 
to realize this simple fact, it might 
be possible to shear off some of 
the arbitrary power now possessed 
by the Commerce Commission. 


Christmas Season, this year, will 
begin earlier. Stores plan to start 
Christmas promotions early in 
November, instead of waiting until 
Thanksgiving as usual. Christmas 
catalogs will go in the mail early 
in November. Christmas windows 
will be unveiled earlier, and the 
big advertising splash will begin 
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in mid-November. Whether cus- 
tomers can be induced to buy 
earlier remains to be seen. 


Operating Costs in many busi- 
nesses are being brought down 
through the use of improved, 
automatic, or more modern equip- 
ment and systems. A report, in our 
December issue, on Plough Inc. of 
Memphis, will show that fewer 
employees are handling a much 
greater volume of business since 
the company modernized its plant 
and offices. President Frazer of 
Connecticut Mutual Life Insurance 
Company recently reported to 
stockholders that in 1940 it was 
necessary to employ 52 people for 
each hundred million dollars of 
life insurance in force. Today, only 
30 people are necessary for each 
hundred million. Savings such as 
these will pay for a vast amount 
of modernized equipment and still 
leave something for stockholders. 


General Electric has been mildly 
criticized for having too many 
bankers and financial men on its 
board. We do not know whether 
this criticism is justified or not. 
But this we do know. Some of 
the fastest-growing businesses in 
America insist upon their boards 
of directors being composed 
wholly, or almost wholly, of work- 
ing executives. The thinking is 
that the board of directors should 
be in there pitching every day. Its 
members should be intimately fa- 
miliar with all the customers’ 
complaints, the company’s prog- 
ress, the petty fights, scraps, and 
quarrels at the department-man- 
agement level. In other words, the 
board should share the headaches 
daily—not once a year, or once a 
month—-with top management. 


Analyze Dealer Sales to put your 
finger on losses. The president of 
a medium-sized company says this 
about his dealers: “From our first 
25 dealers, we obtain about 80 per 
cent of our total business. From 
the other 400 dealers, we receive 
20 per cent of our business and 
100 per cent of our troubles.” By 
troubles he means complaints, 
credit losses, demands for special 
service, demands for small ship- 
ments, and demands for quick 
shipments of merchandise which 
the dealer should have in stock at 
all times. One of the biggest con- 
tributions office executives can 
render to top management is to 
provide analyses of sales by cus- 
tomers, with a profit analysis of 


each account. Some companies are 
learning that a very high percent- 
age of all operation costs, which 
occur between completion of the 
product and final collection of the 
money, accrue as a result of selling 
too many small customers 


Small Customers, whose orders 
cannot be handled profitably, are 
tolerated because we know that big 
customers grow from small cus- 
tomers. But this philosophy, sound 
as it seems, can be carried too far. 
Another reason for going along 
with the small, unprofitable cus- 
tomer is the idea that “we may 
need these small fellows if busi- 
ness goes into a tail spin.’’ The 
truth is that the small fellow can 
be just as unprofitable in bad times 
as in good times. A careful weed- 
ing out of unprofitable accounts 
may be one of the most profitable 
steps your company can take. 


The National Radiator Company 
held open house recently at a new 
plant in the Altoona (Pa.) area 
which more than 1,000 people at- 
tended. The new plant eventually 
will employ about 500 people 
working two shifts, with an aver- 
age monthly payroll of $66,000 per 
shift. While the Altoona area is 
grateful to see a new industry 
spring up there, the selection was 
more than just a coincidence. In 
1946, the Altoona Chamber of 
Commerce organized a group to 
promote the area to attract new 
industries. The Pennsylvania Rail- 
road, which was the principal em- 
ployer in the area, had begun to 
switch from steam engines to 
Diesel locomotives, thus reducing 
the need for skilled maintenance 
men who comprised the majority 
of local workers. So the Altoona 
Chamber of Commerce got busy. 
The result of its promotional work 
is evidenced by the new National 
Radiator plant, as well as a new 
SKF Industries operation in 1949, 
a new Butterick Company plant in 
1947, and a veterans’ hospital in 
1945. Other regions, of course, are 
beating the drums to draw new 
industries, but Altoona seems to 
have the correct answer. 


American Business presented cer- 
tificates last month to the first 
winners in the 100 Best Offices 
Series. Representatives gathered 
to receive awards and to hear 
Al Seares, Remington Rand vice 
president, speak at a Chicago 
meeting of the Office Management 
Association. 











Temporary jobs at big 
pay are plentiful 


Many second-string 
employers are offering 
high rates to attract 


your employees 


But when the boom dies 
down . . . when the big 
contract is completed 
the jobs will disappear 
like dew in an August 


sun 


Must the top grade 
employer sit still while 
the labor pirates raid 
his carefully built 
organization 


We think not. There's 

a job to do in 

helping each tempted 
employee to put the right 
measuring stick on new 
job offers 


This report may 

offer suggestions to 

help you stop the raiding 
of your employees 


By 
Eugene 


Whitmore 


THE RIGHT ATTITUDE TO EMPLOYEES 


With all sorts of temporary jobs, some at higher rates than 


permanent jobs can pay, it is the personnel man’s responsibility to 


help each employee appraise new job opportunities realistically 
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ARLY in the summer of 1951, 
E employee turnover in a well- 
known wholesale company reached 
new high levels. Day after day, 
valued employees announced plans 
to leave. 

The personnel 


department re- 
ported that each employee had 
obtained a better job at higher 
salary. The controller of the whole- 
sale company knew that his com- 
pany was paying the going rates 
for all types of office work. In an 
attempt to get at the bottom of the 
many resignations, he asked that 
the next five employees who re- 
signed be sent to him for a termi- 
nation interview. 

The first employee sent to him 
was a very capable young woman 
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who had been hired 6 years ago 
She was earning $56 a week and 
was scheduled for a small raise 
January first. 

The controller learned, through 
tactful questioning, that she was 
to receive $62 a week in her new 
position in the office of an “iron 
and metal” company—to put it 
plainly, a waste material deale1 
once known as a junk yard. The 
office was in one of the shabbiest 
sections of town. Transportation 
facilities were far less convenient 
than where she was working 

“Let me ask if you have cor 
sidered this,”’ began the controlle: 
“What can you do with $6 a week 
that will compensate you for work- 
ing in a shabby neighborhood with 


slow transportation, no respectable 
place to eat lunch, and no nearby 
shopping area?” 

Then the controller went on to 
remind the young lady of his 
company’s several additional bene- 
fits, such as hospitalization, sick 
leave, credit union. He stressed the 
advantages of a clean, comfortable 
office, good treatment, no overtime, 
and a company large enough to 
insure future promotion. 

“IT never thought of it as you 
put it,” said the employee. “Let 
me think it over until tomorrow.” 
Next day she came in and an- 
nounced that she had decided to 
remain. 

Two days later came a young 
man who was leaving to drive a 
milk wagon. His salary was to 
start at $72 a week, in contrast 
to the $60 a week he was then 
earning. 

“T may as well admit at the 
start that it may be several years 
before you will be earning $72 a 
week here,” began the controller. 
“But suppose we look ahead a bit 
You are 27 years old now. What 
do you want to be doing at 57? 
Driving a milk wagon?” 

Then the controller outlined the 
future prospects of a milk-wagon 
driver, and contrasted them with 
the opportunities at the wholesale 
house, taking pains not to paint 
a too brilliant picture. Then he 
said, “Now, if you just want to 
make money, I know where you 
can earn $150 a week right from 
the start. Would you like to earn 
that kind of money?” 

The young man agreed that $150 
a week would solve all his financial 
problems. “Well, a waiter in one 
of the better night clubs earns 
about $150 a week. Would you like 
to be a night club waiter?” 

“No, I do not believe I'd like 
that kind of work.” 

“I didn’t think so,” agreed the 
controller. “I mentioned it to show 
that money isn’t everything. Now, 
in your present financial status, 
$72 a week driving a milk wagon 
looks good to you. You are not 
stopping to think of the cold, 
snowy mornings when you would 
be the first to break a path through 
snow banks; you are not thinking 
of the wind and rain; and you 
probably haven't considered that 
climbing stairs all day to 
third, and perhaps fourth floors 
would be painful and dangerous 


second, 


to your health.” 

A day later the young man said 
that after a talk with his wife 
and a fuller consideration of the 
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Lobby of the new building 
is entirely of plate glass 
except for steel in frame 


striking 

color selections, and _ func- 
tionally modern furnishings char- 
acterize the engineering _ staff 
buildings recently completed at 
General Motors’ new Technical 
Center north of Detroit at Mound 
and Twelve Mile Rds. 

The engineering staff, headed 
y Vice President Charles A. 
Chayne, occupies the first of five 
buildi groups on the 813-acre 
site. This group includes the office, 
shop, and dynamometer buildings 
Also completed are the main 
power house, several small utility 
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GM's New Tech Center 
By Dwight G. Baird ~¢ Glass Workshop 


oa architecture, 


buildings, and the gate houses. 
Eventually the area will also con- 
tain the research laboratories divi- 
sion, process development section 
styling section, and a_ service 
center, and will constitute the 
largest and most comprehensive 
facility of its kind in the auto- 
motive industry. 

Headquarters of the engineering 
staff is a three-story building 
which comes about as near as 
possible to being all glass. Each 
glass wall unit consists of two 
panes of glass, hermetically sealed. 
The outer pane is tinted and filters 


solar heat rays and decreases 
glare, while the inner pane is 
untinted. A half-inch air space 
separates the panes. 

The two end walls are of shale 
brick with red color glazed in, 
like vitreous pottery. The exterior 
walls, thus, will never require 
repainting. Masonry walls of other 
buildings on the site are of similar 
glazed brick. The powerhouse, for 
example, is of steel frame and red 
glazed brick construction and 
other buildings to be erected will 
have distinctively colored glazed 
brick walls. 
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Movable steel partitions are 
used throughout the general office 
area, thus making it possible to 
partition office, drafting room, and 
other space into whatever patterns 
may be desired. 

Elevators, stairwells, and rest 
rooms are centered on the south 
side of the building, thus permit- 
ting maximum use of north light 
for drafting rooms. 

This maximum allowance for 
natural lighting is supplemented 
by a new type of high efficiency 
fluorescent lighting system. Tubu- 
lar lamps are installed in relatively 
deep ceiling recesses behind rec- 
tangular baffle sections to provide 
uniform lighting over drafting 
boards, desks, and tables, with no 
apparent evidence of light source 
and without shadows. 

Corridor walls are of flush-type 
steel paneling in light gray finish 
except where they enclose utilities 
or mechanical areas; there they 
are of gray glazed brick with 
narrow-joint white mortar. Floors 
are covered with marbleized, gray 
rubber tile. 

On the third floor, the corridor 
terminates in an executive lobby 
which visitors enter through 
double plate-glass doors. 

Mr. Chayne’s office, which opens 
off the north side of this lobby, 
has one wall of green glazed brick, 
one wall of glass, and two walls 
covered with paldao paneling. The 
floor is covered with deep-pile 
green carpet. All of the furniture 
is of paldao wood finished in clear 
lacquer. Built in the south wall is 
a chart cabinet and movie screen 
behind a vertically sliding door, 
electrically operated. 

A conference room is divided 
into three sections by accordion- 
type plastic partitions. The room 
is furnished with metal chairs, a 
long conference table, a screen for 
motion pictures and slidefilms, and 
lecterns. 

Floors of the building are 
covered with resilient tile and 
walls are acoustically treated to 
reduce transmission of noise. The 
building has a high-velocity air- 
conditioning system with _indi- 
vidual room controls. Heat is sup- 
plied by steam from a central 
heating plant. 

The passenger elevator is of the 
self-service type. There is also a 
freight elevator capable of accom- 
modating a passenger car or full- 
size mockup of a vehicle. This, 
plus folding corridor doors, makes 
it possible to move a car or mock- 
up to any desired location in the 
building. 








The office of Vice President Charles A. Chayne is expansive, comfortable, 
and well illuminated from both the unusual fluorescent lights and daylight 


Typical designer's office, above, shows the heat- and glare-resistant plate- 
glass walls. General offices, below, are partitioned off into separate units 
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The remodeled offices of the Cleve- 
land Press feature a modern general 
office area (right) that is functional, 
comfortable, and well illuminated 


The old general office area on the 
first floor (below) was crowded, 
poorly lighted, and the glass top 
on the counter annoyed many people 


Office Finds Use 
For Columns 


The Cleveland Press has found 
a solution to big columns that 
take up too much office space 
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By Lillian Stemp 


HREE features that distinguish 

the newly remodeled offices of 
the Cleveland Press, include the 
utilization of columns, develop- 
ment of storage space literally 
everywhere, and rearrangement of 
public accommodations to reduce 
distractions, traffic, and fatigue. 

Formerly Cleveland Press’ huge 
columns occupied much-needed of- 
fice space. In remodeling, these 
columns were squared off with 
cleverly arranged enclosures to 
provide space for mail chutes, a 
pneumatic tube system, outlets for 
a public address system, shelving, 
and closets. The enclosures even 
served as dividers for departments, 
screens for privacy, and decoration. 

“IT wish you could have seen 
the offices before they were re- 
modeled. Our lighting was poor 
only 8  foot-candles. We were 
crowded to the extent that needless 
backtracking and distraction im- 
peded our work output. The first 
floor seemed like all lobby and a 
jumble of desks. There was a great 
deal of confusion,” said Office 
Manager R. T. Holman. 

This “jumble of desks” was 
made to accommodate not only the 
office staff, but anyone else visiting 
the office on business. For example, 
nearly 100 circulation drivers used 
the counting tables daily. If they 
had to wait for some reason, the 
drivers frequently chatted at em- 
ployees’ desks or made out various 
reports. Such distractions were 
eliminated by a _ counter-height 
partition surrounding the desk 
area. This partition is an extension 
of the more ample-sized public 
counter in the lobby. 

The lobby itself was made 
smaller, yet more functional. Re- 
duced to half its former size, it 
now contains a blond wood tele- 
phone booth, leather covered 
settees, a library table for past 
issues, and a small utility counter. 
Ceilings were dropped about 2 feet 
and acoustically treated. One sec- 
tion of the lobby was partitioned 
by panels with frosted glass tops, 
to make _ private offices for 
Mr. Holman and Mr. Pugsley, 
comptroller. 

The public cashier's office, across 
the aisle from the general office 
area, was also reduced to half its 
former size. With improved fa- 
cilities, it is now better equipped 
to handle increased business, and 
also serves as the mail room for 
the first floor. 
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Adjacent to the cashier's office, 
and in full view of the public, was 
an unattractive vault. A column 
already partially screened the 
vault, but to complete the job, a 
sheet of plasterboard was curved 
and stretched from the column t 
one wall of the vault. After it 
was covered with matching green 
rough plaster, its graceful lines 
added a decorative note to the 
office. 

The cashier accepts payments 
from the public for advertising in- 
voices and circulation subscrip 


This column is utilized 
as drop chute for trans- 
mission of sales orders 
from one floor to another 


tions. To facilitate the handling of 
these payments, an extension of 
the counter was made encircling 
the entire area to provide a sur- 
face on which patrons can handle 
their papers or count their money 
This arrangement keeps __back- 
tracking of traffic down to a 
minimum. 

Fifty per cent of the space in 
the vault was being used for sta- 
tionery supplies, causing a con- 
stant stream of traffic to the vault 
A solution was found by providing 
storage space literally everywhere 
in the departments. 

The success of Cleveland Press 
in developing storage facilities is 
remarkable. In the payroll depart- 
ment, storage space was tripled 
and working area doubled. The 
ledge of a row of dark, unneeded 
windows was put to use. One end 
now holds a silent air unit, and 
the remainder of the space sup- 
ports a row of low, blond wood 


storage cabinets. A counter in- 
stalled adjacent to a column pro- 
vides work space for referring to 
payroll books, and the lower sec- 
tion affords storage space. 

One of the most appreciated 
storage and working areas is in 
the collecting department. A gray- 
topped, work-height counter next 
to the aisle has been put to dozens 
of uses. Shelves underneath pro- 
vide an abundance of storage 
space. The surface is used to open 
packages, to remove forms from 
bulky packages, to study and com- 
pare ads, and to examine sheets 
off the presses for check-ups. 

The general accounting office 
area had four columns which pre- 


viously played havoc with space 
utilization. In the remodeling, the 
first of these was made part of 
the public counter. The column 
screens a cash register and its 
contents from public view and 
provides easy access for the girls. 

The second column had already 
served as a partial screen and 
support for the pneumatic tube 
system. This feature was retained 
and others added. A table with 
mail boxes for classified advertise- 
ment replies was placed against 
the column and in full view of 
the advertisers. Previously the 
boxes were under the _ public 
counter and it required much 
bending to examine the contents. 
Now the advertiser immediately 
spots the extent of responses to 
his ad, thus eliminating unneces- 
sary checking should the boxes 
be empty. 

The third column was extended 


Continued on page 44 
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Flowers to the ladies is an 
old, but sure-fire, device 
to bring a crowd to any 
opening. Assign job to a 
personable girl who knows 
how to smile. Give her 
plenty of fresh flowers 
and all needed supplies. 
Mention gift of flowers in 
all invitations to opening 





6 IDEAS 
For Opening 


a store, salesroom, 
office, or branch 





Give numbered coupon to 
every person entering on 
opening day. Then conduct 
a drawing every half-hour 
or hour, depending on 
length of ceremony. If 
practicable, let awards be 
made from your own stock. 
If not, select gifts with a 
wide appeal to all visitors 





Decorate the exterior of 
your new store or branch 
with flags, pennants, and 
bunting, on all doors, win- 
dows, and other architec- 
tural features. A big sign 
announcing the opening 
will add to the interest 
and will attract more visi- 
tors on your opening day 
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The well-known Hollywood 
technique of giant lights 
piercing the sky and bath- 
ing the building in warm 
light is becoming more and 
more popular. In nearly 
all key cities it is pos- 
sible to rent floodlights 
for one night. They never 
fail to attract attention 








Getting a new venture off on the right foot may hasten the time when 
it turns the corner and crawls out of the red into the profit side of 
the ledger. Whether it be a new store, an office, or a branch, it is 
important that the people of the community know about it and quickly 
think favorably about it. Here are some tested methods which attract 
customers, which bring applications for jobs from a higher type of 
worker, and which help to start a new venture toward success with- 
out the usual long period of getting acquainted and building prestige 





Engage a photographer to 
photograph all the female 
visitors. If you want to 
hold the crowd, deliver a 
finished print half an hour 
later. If not, have each 
sitter register, and mail 
the prints later on. Or ask 
them to return later to 
pick up the finished prints 





Try the old ‘‘mystery"’ or 
teaser campaign. Use no 
identification signs on the 
new premises. Erect a big 
sign with a giant question 
mark so that people will 
begin to speculate as to 
what the new building is 
going to be used for, and 
when it will be completed 
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All the 3,500 active accounts are 
available for quick reference by the 
2 girls (right) who keep the records 
up to date. The easy-to-read files 
are shown in a close-up view (above) 


Two Clerks Handle 3,500 Accounts 


By W. J. Wasle 


Treasurer, Watts, Ritter & Co., Inc 


HE story of how a progressive 

dry-goods firm secured for it- 
self a fast, flexible, and economical 
accounts receivable system should 
be of interest to controllers in all 
kinds of businesses. While the de- 
tails of credit and collection prac- 
tices vary, due to special trade 
conditions, the requirements of an 
accounts receivable system are 
fairly well stabilized, and the sys- 
tem described here can be readily 
adaptable. 

Watts, Ritter & Co., Inc., of 
Huntington, W. Va., is the south- 
eastern branch of the St. Louis 
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firm of Ely & Walker Dry Goods 
Company. As treasurer of Watts, 
Ritter, I saw the need for a system 
to replace an inadequate accounts 
receivable machine operation. 

The specific inadequacies of this 
operation were: Long and irksome 
cash application routine, occa- 
sional mistakes in account bal- 
ances, and the necessity of a time- 
consuming study of all accounts to 
find those that were due and over- 
due. 

These drawbacks are by no 
means rare. Most controllers will 
recognize one or more of the 


“symptoms” as being of personal 
concern. 

After considerable research, we 
decided to apply the Remington 
Rand Kolect-A-Matic system to the 
Watts, Ritter accounts receivable 
problem. This system is often 
called the “Simplified Unit Invoice 
Account Plan.” 

In the plan, copies of invoices 
make up the accounts receivable 
ledger, thus eliminating all post- 
ings and providing full informa- 
tion on all charges rather than ab- 
breviated transcripts of charges. 
The controller or accountant has 
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complete proofs of posting and 
control figures at all times. 

The accompanying photographs 
of our accounts receivable depart- 
ment show the plan's physical fea- 
tures. Each account card is visible- 
indexed in a pocket housing, mak- 
ing fast filing and reference work 
possible. 

Here are some of the advantages 
of our system: 

First, there is the control of 
credit authorization. Many con- 
trollers daily face the dilemma of 
being called upon for fast decisions 
on accounts. The customer is 
waiting, perhaps many customers 
are waiting, but prudence demands 
an individual analysis of each ac- 
count, usually a lengthy business. 
Under our new system, a request 
for credit authorization is resolved 
at the individual account card, 
where a history of paying habits 
and all other pertinent informa- 
tion, including copies of unpaid in- 
voices, are to be found. Thus our 
employees can concentrate on ac- 
counts that require follow-ups. 

Second, we found that our divi- 
sion of accounts into control 
groups could be successfully main- 
tained under the new system and 
with added advantages. When in- 
voices come to the accounts receiv- 
able department, they are sorted 
by these control groups. Then the 
invoice numbers and amounts are 
machine-listed for each group, 
thus providing a single record of 
debit postings to individual and 
master control accounts. 

We found that charges could be 
applied to accounts in a much 
swifter and simpler fashion than 
ever before. Posting by hand was 
eliminated, thus reducing errors. 
Debit posting to the new system 
involves merely placing the in- 
voice copies in their proper ac- 
count pockets. 

Often I am asked, “Isn’t this 
system rather loose?”; or “In- 
voices can be lost or taken out of 
the pockets, and how can you get 
a running picture of the account?” 

The answer is simply that it 
must be treated as a cash drawer, 
and only those operating the sys- 
tem are permitted to handle the 
contents. For credit information 
we have a very informative card 
showing all payments and a 
monthly balance obtained from 
our trial. Our adding machines 
give a subtotal after each account 
and the grand total at the end of 
the control. 

It was said that each account 
card is visibly indexed. On the left- 
hand side of the visible margin of 
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each card is space for the account 
name. The right-hand side of the 
margin is a calendar strip, cali- 
brated by months. On this strip 
Graph-A-Matic signals are used to 
indicate the date, and thus the age, 
of the oldest charge filed against 
any particular account. 


” 


Treasurer W. J. Wasle saw the need 
for a new accounts receivable system 


As the file clerk “posts” a debit 
to an account, she slides the signal 
to the current month, unless an- 
other invoice is already in the 
pocket. In that case, the signal is 
properly set to the date of the 
older invoice. 

We have also found credit post- 
ings easier and faster with this 
new system. Invoice copies are 
simply removed from their account 
pockets and stamped “Paid.” Then 


the sliding signal is moved to a 
neutral position, showing that the 
account is clear; or it is moved to 
the month of the oldest invoice. 

Another advantage we found 
was the control this system pro- 
vides for collection action. This is 
another function of the signals 
which indicate the age of debits. 
It eliminates the need for search- 
ing through every account to find 
delinquencies. When collection ac- 
tion is taken, a small red signal is 
placed in the left-hand visible 
margin. 

There is quite a question in most 
minds about the trial balance un- 
der the Kolect-A-Matic system. 
Of course, it takes nearly twice as 
long to run it as it did under the 
old method. However, it serves a 
threefold purpose: As a trial 
balance, as a monthly balance on 
cards, and as a list for the aging 
schedule. Sales figures can be had 
by adding the payments on the 
card at any time, plus the balance 
owing. 

Our new accounts receivable 
system has also eliminated one 
problem that confronts many com- 
panies during certain seasons of 
the year. When one accounting 
clerk is on vacation or absent for 
other reasons, it is no trouble for 
somebody else to move into the 
job temporarily and keep up with 
the work. The system is simple 
enough for almost any office 
worker to understand. 

Although other office employees 
have been moved in “to fill the 
breach” when the occasion arises, 
customer complaints resulting 
from errors continue to decrease. 


Advantages of System 


1. Accounts always in balance. 


. Anyone can replace absent 
bookkeeper, and vacations or 
cbsenteeism cause no delays. 


. Bookkeepers do not waste 
time waiting for work, as post- 
ing clerks formerly had to do. 


. Maintenance cost is lower. 
5. Entire office is more orderly. 


. Claim work lessened consider- 
ably because credits are filed 
the day after they are made. 


. Customers’ complaints about 
errors have been eliminated. 


8. Cash application is easier and 
more interesting than before. 


. There are no split payments 
left at the end of the year. 


. Formerly, when stripping ledg- 
ers, a clerk had to retain five 
or six sheets just because of 
a skipped item. Now there 
is just the one invoice made. 


. Since the invoice itself is 
now in the file, mistakes in 
posting terms are eliminated. 


. Any number of persons can 
work on a single control. 


. Aging of accounts is simpler. 








Bill MacDonald's TV set in his car 
caused commotion among employees 


Bus Driver ta Presideut 


HEN William MacDonald, 

president of Mid-States Cor- 
poration, Chicago, had a television 
set installed in his Cadillac re- 
cently, some newspapers picked up 
the story and ran a picture. Some 
of the employees in Mr. Mac- 
Donald’s Union City, Mich., plant 
saw the picture and pinned it to 
a bulletin board with a notation 
that ran something like this: 

“Poor Mid-States! Can’t afford 
a raise.” 

The union was negotiating for a 
new contract at the time and 
seemed a little miffed that the 
president could have a television 
set in his car while his employees 
might not get a raise. 

Mr. MacDonald heard of his 
pin-up picture and drove to the 





High-school band met dealers on a 
Mid-States Special to Bourbon plant 
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By Wells Norris 


plant with the TV installed. When 
the workers filed out to see the 
exhibit, their president had a few 
words to say. In essence, Bill 
MacDonald told the men that as 
long as he could afford to put a 
television set in his car, they 
should be happy. That meant the 
business was doing well, and they 
would make money as long as the 
company made money. 

Besides, President MacDonald 
thought they had no legitimate 
complaint about wages. The aver- 
age take-home pay at the Union 
City plant is $90 a week, and that 
includes everybody from janitors 
up to skilled employees! But it 
does not include office workers and 
plant management personnel. Too, 
when Mr. MacDonald bought the 
Union City plant in 1944 and began 
to manufacture trailers, there were 
6 employees at the factory. Now 
there are 120. 

The union members agreed that 
they really had no just complaint 
about the TV set, and they knew 
what Mr. MacDonald said was 
true. They had had a little fun, 
and the issue was closed. 

The short-lived discussion caused 
by the television set might have 
developed into an employee-rela- 
tions problem, except for Mr. Mac- 
Donald. Of course his presence 
merely added emphasis to some- 
thing the employees already knew: 
That their wages are probably 
higher than most in the industry. 

Mr. MacDonald believes that any 
worker is happiest when his pay 
check is heaviest. His theory ap- 
parently holds water, because Mid- 
States has had little trouble with 
labor. 

Continued on page 50) 


When Mr. MacDonald was president 
of the trailer association, a featured 
speaker at a meeting was Vice Presi- 
dent Alben Barkley (above). Trailer 
shows always exhibit some novel dis- 
play by Mid-States, such as the big 
trailer with elaborate porch (below) 
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William MacDonald, who heads what is said to be the 
biggest trailer manufacturing company in the country, 
was once a bus driver. in Chicago. Here is the story 
about his rise to prominence in a competitive industry 











By Paul Eastman 


Fim Hard Million 


Meredith Publishing Company has 5 million customers 
listed on its books, and each one is a subscriber to 
one of the company’s two magazines. This is the story 
about Meredith's highly centralized office operation 


HE office op- 

eration at the 

Meredith Pub- 

lishing Company, 

Des Moines, Iowa, 

is so highly cen- 

tralized there is 

only one section 

in the entire building with more 

than about 40 employees. The com- 

pany has a total of 600 office 
workers. 

Meredith, publishers of Better 
Homes & Gardens and Successful 
Farming magazines, has found that 
the centralized arrangement is 
ideal for its particular operation. 
The one large section, which has 
170 employees, handles about 
18,000 pieces of subscription mail 
every day. The other sections 
might have a half-dozen employees 
or they might have 30 or 40. The 
huge Meredith building, unlike 
most large office buildings, does 
not have floor after floor of open 
offices with desks lined one after 
the other. 

While a publisher's operation is 
somewhat different from many 
others in the business field, Mere- 
dith has a general cost and ac- 
counting department, central steno- 
graphic, mailing Addressograph, 
and duplicating sections. To show 
the difference, however, Meredith’s 
Addressograph section has 51% 
million plates on file. These in- 
clude the names of 314 million 
subscribers to Better Homes € 
Gardens and 114 million  sub- 
scribers to Successful Farming, 
plus others that were former 
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subscribers. Few regular busi- 
nesses would have so many cus- 
tomer plates to maintain, and this 
is only one phase of Meredith's 
operation that bears little resem- 
blance to the routine office setup. 

Meredith uses most of the 
equipment required in a business 
office, including about 300 type- 
writers, International Business 
Machines tabulating equipment, 
several types of dictating ma- 
chines, various duplicators, and the 
usual run of filing equipment. One 
machine put to special use is an 
Ozalid duplicating machine that 
reproduces home plans which ap- 
pear in both magazines. These 
plans are used for actual construc- 
tion of homes. 

Meredith’s food section, a neces- 
sary unit with the two magazines, 
has a tasting-test unit which 
includes three complete kitchens. 
Each recipe which appears in 
either Meredith magazine is tested 
at least three times by a trained 
home economist before it is pro- 
duced. In addition, there is a 
kitchen in the company cafeteria 
where good-tasting employee meals 
are prepared. 

Many businesses get mail fre- 
quently from people who ask for 
advice or information, but Mere- 
dith receives about 6,000 such 
inquiries from its readers monthly, 
and half a dozen people are kept 
busy answering them. There are 
many questions which face editors 
and advertisers involving more 
than the easy-to-get information 
generally asked by the readers. 


Therefore, Meredith has a research 
department that is equipped to find 
the answer to almost any problem. 
This department also conducts 
market analysis surveys and edi- 
torial research surveys. 

Meredith naturally has such 
standard departments as person- 
nel, purchasing, and methods, 
although the purchasing activity 
runs up some high figures when 
it comes to a few items. The two 
life lines of publishing—ink and 
paper—require the full-time serv- 
ices of three workers who keep a 
close watch to see that the quality 
is maintained. Meredith uses 116 
boxcars of paper and 20,000 gal- 
lons of ink monthly. 

The methods department has a 
staff of engineers whose sole job is 
that of finding better ways to do 
jobs in the office and plant. It 
cooperates with department heads 
to produce better machinery, ma- 
terials, and methods in order that 
work can be turned out more 
efficiently. 

There are other departments 
which are more or less indigenous 
to the publishing business. They 
are editorial, advertising, circula- 
tion, and copy preparation. One 
of Meredith’s more recent depart- 
ments is its book sales, which in 
1931 began to publish cookbooks 
and other self-help books for 
homemakers. One of these, the 
Better Homes & Gardens Cook 
Book is said to be the fifth best 
seller in the world. 

In every case, all the depart- 
ments mentioned have their own 
office area and are separated from 
other functions in the Meredith 
building. Departments are not 
divided merely by semiprivate 
partitions. Each department has 
enough space for its small general 
office of staff assistants, secre- 
taries, and clerks, and there are 
private offices along the wall for 
department heads. 

The editorial, art, and subscrip- 
tion fulfillment departments have 


AMERICAN BUSINESS 





moved into a recently completed 
new addition. New desks and 
chairs are gradually replacing 
the old ones. 

Keeping pace with its bounding 
growth is an ever-present problem 
with Meredith. The recent addition 
to the building was the sixth since 
the original structure was erected 
in 1911, but if business continues 
to improve as it has in the last 
few years, more room may be 
needed soon. Meredith had 652 
employees on its payroll on V-J 
Day. Today there are 1,679, in- 
cluding branch offices. This recent 
figure does not take in farm help 
and those people connected with 
an Omaha radio and _ television 
station which Meredith bought 
within the last few weeks. Nor 
does it take in a Syracuse, N. Y., 
television station that the com- 
pany built from the ground up. 

Meredith’s growth also requires 
more training programs for new 
employees. The company now has 
a continuing 18-month plan for 
college graduates to fill in open- 
ings in editorial, advertising, and 
other departments. The young 
graduates start the program in 
groups of 10 and go through all 
of the departments at Meredith. 
When one group completes the 
course, another is ready to start. 


One problem experienced in the 
training system has been with 
enthusiastic department heads who 
sometimes take a special liking to 
a young graduate’s work during 
the brief period spent there and 
want to sidetrack the rest of the 


training. The training plan, how- 
ever, serves its purpose even in 
such a rare instance as this, by 
enabling the new employee to find 
the job best suited to him. All 
trainees, of course, are given every 
opportunity to finish their work. 

While expansion is always wel- 
comed by Meredith executives, the 
company’s growth does not indi- 
cate that most of the employees 
have been with the organization 
a short time. Meredith has a 25- 
year club with a membership of 
about 75, and 60 workers have 
been with the company at least 
20 years. Almost 125 employees 
have worked at Meredith 10 years 
or longer. 

Working conditions at Meredith 
including the centralized office 
operation, certainly have some- 
thing to do with the long service 
records of some employees. There 
are other reasons why people like 
to work at Meredith, though, and 
these include liberal insurance 
plans: Health and accident insur- 
ance, surgical insurance, Blue 
Cross, workmen’s compensation, 
contributory life insurance, non- 
contributory life insurance (Mere- 
dith gives each employee $500 in 
life insurance for every 5 years 
with the company), and retirement 
plan. There are also free medical 
services, a credit union, and a 
welfare organization. 

The company distributes a book- 
let that enables each employee to 
estimate what his income will be 
upon retirement. 

Meredith employees have a large 


number of company-sponsored ac- 
tivities to choose from, such as 
toastmasters, flying, bridge, cam- 
era, dancing, and roller skating 


‘clubs. An employee lounge has fa- 


cilities for reading, relaxation, 
cards, or table tennis. Then there 
are various company functions, in- 
cluding an annual picnic and 
Christmas activities. 

Meredith has been in existence 
since 1902 when the first edition 
of Successful Farming was pub- 
lished. The predecessor to the farm 
magazine, The Farmer’s Tribune, 
was published by the grandfather 
of E. T. Meredith. Young Meredith 
was introduced to printing and 
publishing by working on _ his 
grandfather’s Tribune while going 
to college in Des Moines. 

When E. T. Meredith was 19, 
he married a Des Moines girl, and 
his grandfather gave him The 
Farmer’s Tribune as a wedding 
present. Attached: to the publica- 
tion’s financial statement was this 
note: “Sink or swim.” The young 
publisher had his own ideas about 
a farm publication, and he sold 
The Tribune and started Successful 
Farming. In 1912 the new building 
was completed, and in 1922 a new 
magazine was begun. It was called 
Fruit, Garden, and Home, but was 
later changed to Better Homes € 
Gardens. 

E. T. Meredith died in 1928. His 
son-in-law, Fred Bohen, is now 
president. There is still a Meredith 
in the organization—Ed Meredith, 
vice president and general man- 
ager, and son of the founder. 
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A typical office at Meredith Publish- 
ing Company is shown at right. With 
600 employees, there is only one 
section that has more than a score 
or so of workers, thus eliminating 
the huge open expanse of office 
space found in some general offices 
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Who'll Design Tomorrow's Gadgets? 


By Walter 


1* 1954, American business will 
need 30,000 more college-trained 
engineers. It will be lucky if it 
gets 12,000. 

Engineering students—-the men 
and women who will design the 
future instruments of peace and 
perhaps war-—are in critically 
short supply. This, in spite of the 


GE's Maynard Boring is convinced the 
field for engineers will grow greatly 


fact that the country’s engineering 
schools produced two record- 
breaking graduating classes total- 
ing 100,000 in 1949 and 1950. 
The war in Korea and the ac- 
celeration of defense industries 
have served to intensify this 
shortage. Most of last June's 
32,500 engineering graduates had 
a half-dozen job offers in their hip 
pockets 3 months before com- 
mencement. Assuming  conserva- 
tively that two out of every three 
engineering jobs went begging 
last June, American business will 
be in serious trouble long before 
1954. It is estimated that there 
will be 21,000 engineering grad- 
uates in 1952 and only 17,000 in 
1953. And these are optimistic 
estimates, because Selective Serv- 
ice is bound to get its share of en- 
gineers before they finish school. 
The situation is further com- 
plicated by the fact that the at- 
trition of students in engineering 
schools is particularly high. Ac- 
cording to a study made by Dean 
S. C. Hollister of Cornell Univer- 


The chemical engineering lab at the University of Colorado is typical of many 
in the country, but if enrollment keeps dropping, labs may be forced to close 
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ee 


B. Lovelace 


sity, this country will require a 
minimum of 20,000 engineering 
graduates a year to keep up with 
its peacetime needs. Dean Hol- 
lister says that we should add an- 
other 10,000 a year to that figure 
because of current and future de- 
fense needs. To reach their goal 
of 30,000 graduates, engineering 
schools must start annually with 
60,000 freshmen. This is a far cry 
from the 20,000 expected to enroll 
this fall. 

Engineering suffered 
most with the first severe drop in 
enrollment in 1950. Over-all en- 
rollment fell only 10 per cent 
engineering colleges came up with 
a 17 per cent loss. Now that most 
of the veterans who were study- 
ing under the GI Bill have finished, 
the universities expect a drop in 
enrollment of anywhere from 12 
to 20 per cent this September. 

The American Society for En- 
gineering Education and engineer- 
ing deans blame the loss of en- 
gineering students on Federal sur- 
veys published almost 3 years ago, 
which predicted a _ tremendous 
oversupply of engineers by 1951. 

The experts were wrong be- 
cause they apparently ignored two 
important factors The newly 
created need, on the part of many 
small companies, for engineers 
particularly those with additional 
training in administration, ac- 
counting, selling, management, 
statistical and quality control; and 
the smaller freshman classes com- 
ing along for the next few years. 

Unfortunately, however, these 
surveys were accepted as gospel 
truth by many high-school coun- 
selors and parents. Many students 
who normally would have regis- 
tered for engineering training 
were steered to _ other 
crowded” fields. 

Employers aren't blaming coun- 
selors for persuading students to 
stay out of a field that supposedly 
was oversupplied, but they have 
been working hard to correct the 
misapprehension. 

Maynard Boring, assistant to 
the vice president in charge of en- 
gineering policy for General Elec- 
tric, has toured the country ovet 
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Increase Office Morale with. 


€000// Office Furniture ... 
a Profitable Investment 


You know that one of the essentials in maintaining oftice morale is giving 


the worker a sense that his job is important. A functional Leopold desk 


gives the worker just this feeling 


You benefit from greater productivity, reduced employee turnover items 


that mean added profit for you 


The Leopold dealer in your community is an experienced office planning 
counselor. Call him, today, for specific suggestions profitable for you 


If not known, write us for his name and address 


tnt Leqp0/d vowrany 


BURLINGTON, IOWA 





MEMBER OF THE WOOD OFFICE FURNITURE INSTITUTE 


November 1951 











\n the Air\* * “DOODLES in the Air" 


are unobserved WASTE MO- 
TIONS . . . extra manipulation 
of hands and equipment. In- 
visible red tape that snarls 
production and leaves a trail 
of errors, annoyance and fa- 
tigue. 


x 


Wasteful! Unheard of! 


No “doodling” among sky-writers—that’s 
for sure! The slightest deviation would be 
noticed immediately. 
However, wasteful “doodles in the air’ in 
record-keeping are unavoidable with poorly 
designed or outmoded business forms. Our 
scientific tracer light studies reveal these 
otherwise invisible waste motions. . 
show how they can be eliminated by our “Planned 
Business Forms.” Let us plan improved forms 
for you... to gain better control, save your time, 
increase your production and your profits. 


aie alii eben te AMERICAN LITHOFOLD CORP, 

FREE COPY of “TIME AND 500 Bittner Street + St. Louis 15, Missouri 

MOTION STUDY IN LIGHTS" Branches: New York, Chicago, Detroit, Washington, 
Raleigh, N. C., and other principal cities 


Without obligation, SEND ME the new illustrated brochure 
TIME AND MOTION STUDY, showing how we can eliminate 
“doodles"—save important time, work and money with 
LITHOSTRIP “PLANNED BUSINESS FORMS.” 


COMPANY NAME 
ADDRESS 
CITY ZONE STATE 


SIGNATURE 
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Copyright 1951, American Lithofold Corp. AB 
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and over again in an effort to 
persuade counselors and _ high- 
school administrators that stu- 
dents with engineering aptitudes 
should be encouraged to take their 
college work in engineering. 

According to Clarence Eckel, 
dean of the College of Engineering 
at the University of Colorado, 
studies have shown that high- 
school graduates, in the upper half 
of their class and with good marks 
in mathematics, science, and Eng- 
lish, are likely to be successful 
candidates for the engineering 
profession. 

Dean Eckel suggests that busi- 
nessmen—particularly those in the 
market for college-trained en- 
gineers—help on the local level by 
getting the real facts to high- 
school counselors, students, par- 
ents, and local newspapers. 

He emphasizes the fact that 
many companies already have 
made important contributions to- 
ward building interest in engineer- 
ing by offering scholarships and 
fellowships to outstanding stu- 
dents. In addition, research grants 
from a number of farsighted 
American companies have pro- 
vided employment, as well as 
valuable training, for many en- 
gineering students. But even more 
important, the results of this re- 
search have opened up new fields 
of engineering and jobs for thou- 
sands in new industries. 

So, war or peace, American 
businessmen can play an impor- 
tant role in solving or alleviating 
the shortage of engineering stu- 
dents by encouraging young men 
and women with the right apti- 
tudes to register in colleges of 
engineering. 





Heinz Remodels 
Building 


T Pittsburgh, H. J. Heinz Com- 

pany recently completed an- 
other step in its $15 million 
expansion program by opening an 
Employee Service building which 
has been remodeled. 

Features of the building include 
Escalators that whisk factory em- 
ployees to locker rooms, dining 
rooms that seat 3,500 people, a 
new kitchen, rest and recreation 
lounges, convention rooms, and 
medical examination rooms. 
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“ap 


tush” is the production plea today. 
Government prodding industry, contractor 
prodding subcontractor. Specifications 
change daily ... materials lag . . . bog down 
production that must go through on time! 
Here’s the spot for teamwork between your 
telephoneand Tycoon.* With 
Tycoon youcan record verbal 
instructions . . . make sure 
they’re right... get a run- 
ning start on production 
That little green disc never 


forgets is your protection, your proof, 
your permanent /egal record of who said 
what and why. 

Outstanding features like “Quick Review” 
microphone, disc-on-dise recording, discopy 
ing, on-the-disc indexing and lightest weight 
for portability to name a few make 
Tycoon the world’s most functional dictating 
equipment. 

Get Tycoon today; get rolling faster to- 
morrow with the “secretary” that lets you 


“rush but get it right.”’ Write for details. 





JOUNDSCRIBER 


First All Electronic Dictating System ¢ First Disc Dictating Equipment 


Tycoon won Fashion Academy 
Gold Medal for “Exce’ 

of Design’ and “E 
Manufacturing 


3 \ 
‘ Pleate send me “Tycoon” Brochure 
Outstanding Engineering 230 Sales and Service Centers Coast to Coast / \ 


feat ee 
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Placing 1,500 Men a Day! 





A Navy personnel staff has completed as many as 1,500 job 


placements in 1 day, and there was no confusion because 


of a visual control board that shows when the situation is 


well in hand. The personnel staff controls about 50,000 men 





By Helen Waterman 


IFTEEN hundred job place- 

ments in one day! That might 
seem complicated enough if the 
new recruits all went to the same 
place, or all did the same work. 
But Commander Orville C. Dickes, 
personnel officer for ComCruDes- 
Pac (Commander Cruisers De- 
stroyers Pacific), and his staff 
have processed that many, despite 
these added problems: 

1. Commander Dickes must take 
whatever men are assigned to him 


Commander Orville C. Dickes studies 
shortages shown on evaluation board 
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and use these men to the best 
advantage. 

2. He must keep an array of 
commanding officers happy, or at 
least convinced he’s giving them 
the best deal he can. 

3. He must consider sailing 
schedules. Cruisers and destroyers 
may literally be “here today” (in 
San Diego harbor), and off to 
a trouble zone or repair yard 
tomorrow. 

4. As mothballed vessels are 
reactivated, enough experienced 
hands must be drawn from ships 
already operating to form a new 
staff, without destroying efficiency 
of the contributing crews. 

5. Commander Dickes and his 
staff must consider talents, skills, 
and personal desires, and yet place 
individuals quickly to conserve 
man-hours, maintain morale. 

6. Unlike the civilian personnel 
man, whose new employees are on 
their own after working hours, 
Commander Dickes must be aware 
of the number of berths on each 
ship and see to it that no vessel is 
overstaffed. He must maintain a 
proper ratio of cooks, doctors, and 
about 50 other classes of workers 
on each ship. 

Promotions, injuries, leaves, the 
demands of naval training schools, 
and the regulations governing re- 
servists are other complications. 

Commander Dickes, a graduate 
of the School of Administration at 
Stanford and of the Naval Acad- 
emy, is responsible for records and 
placement of approximately 50,000 
men. Two officers and 13 yeomen 
handle records, correspondence, 
and conferences in an office about 
10 by 25 feet, aboard the de- 
stroyer tender, U. S. S. Divie. 


Lining one wall are Commander 
Dickes’ “lifesavers’—a series of 
nine boards dotted with colored 
pegs. On these glorified cribbage 
boards he has available a mass of 
information: The present location 
of each ship, its total complement 
compared to berthing capacity, 
how many men have been assigned 
in each classification, and any 
shortages. Most important, the 
comparative standing of each unit 
is there for all to see. 

Suppose rumors suggest to a 
C. O. that his ship has _ been 
slighted. “How come we _ don't 
rate?” he may demand. “Three 
radarmen came in and we didn't 
get one!” 

Commander Dickes can take him 
to the board. ‘Well, look!” he may 
say. “We had five shortages listed. 
I couldn’t send you three-fifths of 
a man, and you have more men in 
the classes right above and below 

see?—than this ship where I did 
send him.” 

Or he may find no _ shortage 
shown on the board if the ship had 
failed to report a loss. “We try to 
convince them,’”’ says Commander 
Dickes, “that the board shows 
what they’ve told us. If they re- 
port changes when they should, 
we pick them up. One of the main 
advantages of the board is that 
anyone who feels disgruntled can 
compare ship with ship and find 
they get equal treatment.” 

Each of these “visual evaluation 
charts” is simply a board full of 
holes, plugged with numbered pegs 
in different colors. White stands 
for USN; green for USNR. Regu- 
lations governing regulars and re- 
servists vary, so it is essential to 
know how many of each comprise 
any group. 

Less important are minor dis- 
tinctions in rank, which would re- 
quire continual adjustment. Each 
class of worker (gunner, phar- 
macist, etc.) is lumped on the 
board into two categories—master 
and journeyman—w hich corre- 
spond to skilled and semiskilled. 
Shortages in either category are 
shown by red pegs. 

Of course, his men keep paper 
records, too. When a recruit re- 
ports, he fills out a whole card of 
questions. That goes from his ship 

(Continued on page 54) 
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give you the most 


in comfort! 
styling! value! 


Model 17-A Jr. Executive Chair 
Series 17: Jr. Executive (with =r esigeeraseete < devel 
lifetime plastic armrests) and 7 
General Office Chairs (arm- 

less). From about $43.95.* 





For the sake of appearances for greater worker comfort and 

efficiency . . . furnish your offices throughout with all-metal, 

upholstered Cosco Office Chairs. All six smartly styled models 

are of tubular steel construction . . . with all-steel, saddle-shaped 

Series 16: Secretarial Chairs seat, cushioned with foam rubber latex. Seat and padded backrest 

with spring-tension or fixed upholstered in durable, perforated Du Pont ‘‘Fabrilite’’— green, 

back. From about $29.95.* brown, maroon, or gray. Finish is baked-on enamel—gray, brown, 
or green 

Series 16 Secretarial Chairs and Series 17 Jr. Executive and 


General Office Chairs have up to six easy adjustments—more than 
any other chair at any price—and feature Cosco’s exclusive 
“Finger-Lift’’ height-adjusting mechanism. All adjustments are 
made without tools. Series 20 ‘‘Form-Fit"’ Side Chairs have new 
contour backrest with “‘2-way”’ curve for extra comfort. Compare 
} 
\3 A 


Cosco . .. for comfort, styling, VALUE! Ask for free demonstra 
Series 20: Form-Fit” Side tion at leading office furniture stores, or write for name of dealer 
Chairs, one model with 
plastic armrests. From 
about $23.95.* 


Office 
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HAMILTON MANUFACTURING CORPORATION © COLUMBUS, INDIANA 


Also makers of famous COSCO Household Stools, Choirs ond Utility Tables 








Specialized service 7 


You get it Witly v.. 
UARCO TABULATING FORMS! 


You as a user, know the value of specialized service! 


Take a tab form you are working on right now. You un- 
derstand the requirements . . . but you might want help with the 
layout and specifications. You may wonder, too, about the print- 
ing. And... the cost! 

Put another way, Uarco offers help and advice in the 
planning, in the execution, and in the delivery of a tab form. If 
you want it, you get it. Not for just this job, but for any other. 

Besides qualified assistance, Uarco provides services 
from five plants to every business area—for all kinds and types of 
custom forms, imprinted forms... stock forms. Complete facilities. 


All this and over half a century of experience! 


And all you have to do, is call a Uarco representative. 


Factories: Chicago; Cleveland; 
Oakland; Deep River, Connecticut; Watseka, Illinois 
Sales Representatives in all principal cities 


UARCO jieeeeen 


iT lae) 110) 7 044°) Room 1621, 141 W. Jackson Blvd. 
Chicago 4, Illinois 
Please send my copy of “UARCO CONTROL PUNCHED 
e 7 FORMS FOR TABULATING.” 
Business Forms 


Have you received your copy of Uarco's 

Sree tabulating book? It contains ac- 

tual samples af Uarco's full line; Peeeinctescecnesseaoees P 
show's fastening methods, designs. spe- 

cial constructions. Send for it, today! City & State 


28 


Young Man 
Heads 2 Firms 


FTER the Young Presidents 

Organization was formed late 
in 1950 by Ray Hickok, president 
of Hickok Manufacturing Com- 
pany, Inc., one of the prospective 
members had an unusual decision 
to make. Head of two companies, 
he was not sure under which title 
he should join the YPO. 

F. W. Swanson, Jr., finally de- 
cided to join the group as president 
of Globe Machinery & Supply Com- 
pany, with home offices in Des 
Moines, Iowa. One reason for his 
choice was that the distributing 
company dates back to 1893, while 
the Globe Hoist Company was 
formed in 1936. 

Organized in 1893 by Swanson’s 
grandfather, Globe Machinery con- 
tinued to be a one-house operation 
until 1942, when an expansion pro- 
gram was launched. By 1950 there 
were three plants in Iowa—Cedar 
Rapids, Davenport, and Spencer. 
The supply company’s distribution 
is currently confined to Iowa and 
adjoining states. 

Globe Hoist, however, manufac- 
tures numerous types of lifts for 
companies in the United States 
and in about 50 foreign countries. 
The lifts are used in service sta- 
tions, at loading platforms, in 
funeral parlors (for lifting caskets 
from the basement to another 
floor), by hotels and warehouses 
(for lifting cars to certain floors 
from the outside), and at many 
other places where heavy objects 
must go up. With its many types 
of lifts, Globe Hoist is said to be 
the largest manufacturer in the 
field. 

The idea for auto, and other, 
hoists was developed after a Globe 
Machinery representative watched 
a horse-drawn wagon unloaded 
into a grain elevator by means of 
a pneumatic cylinder. That was 
back in the days when horses and 
buggies were more numerous than 
autos. The idea worked out well 
for autos, and since then the hoists 
have been put to use in dozens of 
other ways. 

F. W. Swanson, Jr., added an- 
other business to his group about 
2% years ago, Materials Handling 
Equipment, Inc., a subsidiary of 
Globe Machinery. The subsidiary 
has offices in three main Iowa 
cities and serves as agent for 
several manufacturers, including 
Globe Hoist. 
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Bell & Howell 
Recorder 








Modern microfilm equi. 
ment built by Bell & 
Howell, and sold by Bur- 
roughs, is the finest ob 
tainable. It reflects Bell & 
Howell's acknowledged 
leadership in the held of 
precision instruments for 
fhne photography 


7WO IMPORTANT WAMES (NW MICR we 


Bell c Howell | Burroughs 
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. +. protect vital business records with Burroughs Microfilming 


A lot of things can happen to paper business mail away for safekeeping, easy to use for 


records —and to the vital information they con- 
tain. Fire, misplacement, loss, flood, and other 
hazards pose threats to their security .. . all 
make their preservation a risky affair. 


Burroughs microfilming provides every business 
a sure, swift and inexpensive way to remove 
these risks. It reduces record hazards. It swiftly 
and thriftily records thousands of bulky paper 
documents on a single neat spool of microfilm— 
easy to store in fireproof containers, easy to 


WHEREVER THERE’S BUSINESS THERE'S 
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reference. 

Put the records of your business inthe safest place 
—on microfilm. Call your Burroughs office and 
get the full story on the time- and work-saving 
efficiency of this logical method of record pro- 
tection. We will be glad to send you 
a copy of the helpful booklet “30 Ques- 
tions and Answers on Burroughs Micro. 
filming.” Burroughs Adding Machine 
Company, Detroit 32, Michigan. 


=] 


Burroughs 





Streamlined Punched Card Replaces 
Manual Postal Money Order 





Electronic machines handle the new postal money orders 
that have simplified accounting procedures and produced 
greater accuracy at lower costs. The money orders, adopted 
after 5 years of study, are used in the 42,000 post offices 





By Osborne A. Pearson 


Assistant Postmaster General, Post Office Department, Washington, D. C. 


N July 2, a more convenient, The specially designed high- 
O more economical and stream- speed electronic machines, adapted 
system went by International Business Ma- 

chines to handle money-order 


lined money-order 
into effect. 





A punched card that may be 
cashed at any post office or bank, 
the new money order continues to 
meet the needs of the American 
public for a safe and economical 
means of transmitting small sums 
through the mails. 


operations, eliminate much cum- 
bersome record-keeping, simplify 
accounting procedures, and 
achieve greater accuracy at sub- 
stantially lower costs. 

This money-order system was 
adopted after 5 years of intensive 


study and _ experimentation in 
which our department officials and 
systems engineers collaborated in 
developing a more effective con- 
trol over the hundreds of millions 
of small individual transactions 
handled annually by the country’s 
42,000 post offices. 

After establishing the advan- 
tages and economies of the 
punched-card form, the present 
system was inaugurated. 

The old money-order system had 
been growing increasingly un- 
wieldy and costly through the 
years. World War I and the de- 
velopment of new industries gave 
tremendous impetus to the com- 
mercial life of the country, and 
wider use of commercial paper in 
all forms, including money orders, 
resulted. Revisions made then in 
the system improved the service, 
but during the ensuing years of 
World War II, the ready avail- 
ability of money orders in every 
hamlet and town, at the front 
lines and on every naval vessel, 
set new records in the volume of 


United States Postal Money Order 
MAY BE CAGHED AT ANY POST OFFICE 
CONNECTOR er AMY FEOCERAL RESERVE Ber 


mae [$15 [ofe2s50/75{100 
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The new is compared with the old in 
these pictures. The smaller punched 
card at the right is run through a 
special 
IBM. The long, narrow money order, 

below, was costly and very unwieldy _ 


machine manufactured by 








ERABURE PE NOERS TH ORDER VOD 
WICATION REQUIRED 
‘ Sy 





a, 2 
PRO sae as a] 


(Centr 


aL TERA On 


DO NOT FOLD, STAPLE, SPINDLE OR MUTLATE ==TE _ 


87870 


United States Postal Money Order ("| | 


L_.__ [esas 


35611 


Oxford, W. Va. 35611 ; 87870 Oxford, W. Va. 
me 


S 


PAY TO Serene 
my 

<= 

a 

~y 

a 

4 

op vas oneee 1s paawe 


Laws cut eer 
OnL08 6) Poe 68 euT 
suet weLow 6 Ere 


PATING POBTMAGTER DETACH COUPON ON THI 





30 AMERICAN BUSINESS 





Uy 
Its*“Business M. agic!” 


. Say more and more smart businessmen who have 


made cleanliness a profitable business asset by using Linen 


and Towel Service. 


LINEN and TOWEL SERVICE 


Offers 4 Important Money Saving Benefits to You... 


I. LOW COST SERVICE... 

The service charge is so Jow that every 
company can easily afford the better busi- 
ness asset of cleanliness! 


2. PROMPT DELIVERY... 
We deliver clean linen as you want it...in 


the sizes and styles you need. You pay only 
for what you use. 


3. HYGIENIC LAUNDERING... 
Modern, scientific laundering assures you of 
sterile, hygienically clean linens—always. 


This campaign is being sponsored in the interests 


of the linen supply industry by 


M. SNOWER & COMPANY 


4. LARGE SCALE BUYING... 

We invest in top quality linens for you. Ex- 
perts buy in large quantities—at prices far 
lower than any individual could do himself. 

. 

CALL the Linen and Towel Supplier in your 
locality—he'll show you how to improve 
business,save money. Get the interesting, infor- 
mative booklet on Servilinen by WRITING 
DIRECT TO: The Linen Supply Assn. of America, 
22 W. Monroe St., Chicago 3, Illinois. 


Servilinen > 





The Quality Service Obtainable from Members of 
LINEN SUPPLY ASSOCIATION OF AMERICA 


tion, furnishers of washable service apparel 
ond towels to the linen supply industry. 


. 
. 
+ 
. 
e 
° Division of Opelika Manufacturing Corpora- 
. 
* 
7 
; 906006609000600000000°° 
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“We'll make 3 copies 
before your shine 
is finished.” 


COPYFLEX speeds your vital reports 


being able to copy your 
(even the large 


Imagine 
operating reports 
ones) so quickly 1 or 100 of them. 
right as needed! Imagine getting 
exact, errorproof copies, up to 42” 
wide, for only 2¢ average) pel 
square foot! 

With the new, low-cost Copyflex 
“20” you can copy anything from 
small office forms to really large 
sized sales or inventory reports, bal- 
ance sheets, production schedules, 
etc. It makes direct positive (not 
negative) copies of practically any 
thing typed, written or drawn on 


-“‘outside”, 


ordinary translucent paper. 

No stencils, negatives, or masters 
ure used! You need no special room 
lighting, no inks, no tray developers. 
You simply feed in your original and 
sensitized Copyflex paper . . . the ma- 
chine delivers a ready-to-use copy. 
You get the letterhead or form as 
well as the text. 

Why wait until copies are made 
or typed (with 
quent proofreading ). It’s costly and 
unnecessary. Speed your paperwork 
the modern, efficient, Copyflex way. 
Mail the coupon today 


conse- 





(BRUNING ) a. 





Specialists in copying since 1897 


CHARLES BRUNING COMPANY, INC. 


Dept S-111 100 Reade St. 


New York 13, N. Y 


Send me full details on the Model 20 Copyflex. 


| would like to see a Copyflex machine demonstrated 


Name 
Company 


Street 


City State 


32 


re 


The NEW Copyfiex “20” 
No training is needed to 
operate a Copyflex. And no 
installation is required — 
just connect to a standard 
115 v. AC power circuit. 


money orders that were handled. 

In 1943 alone, one year of World 
War II, money orders aggregating 
$1 billion were issued at military 
branches, as against the $25 
million of such money orders 
issued during the entire period of 
World War I. 

However, sharp increases in 
operating costs brought about a 
greater and greater difference be- 
tween revenues from money-order 
fees and the expense of conducting 
the service, which resulted in a 
deficit of nearly $30 million in 
1949. 

Concerned, our department 
studied suggestions from within 
and without for greater mechan- 
ization of money-order operations, 
but we rejected various forms of 
the punched card as impractical. 
As an experiment, we reintroduced 
a postal note in punched-card form 
in February 1945 and from this 
experience we were able to de- 
velop our future course in im- 
proving the mechanized money- 
order procedure. 

The old money order was 
printed in four component parts, 
and issued in books of 200 with 
separate series numbers for each 
individual post office as well as 
for branches and stations. The 
money order was drawn on a 
specific post office and could be 
paid only at offices of issue and 
paying offices. If presented for 
payment at other than the issuing 
office or the office on which it was 
drawn, a fee was charged. An ap- 
plication filled in by the patron 
was stamped by a numbering ma- 
chine so that the money order and 
application had the same serial 
number. 

A daily list of individual money 
orders issued was submitted by 
each postmaster with his monthly 
or quarterly account. About 90 
per cent of the old money orders 
were cashed through banks which 
presented them to the local post- 
master and were reimbursed in 
cash or by U. S. Treasurer’s check. 

Large post offices such as De- 
troit and Des Moines, where more 
than 500 money orders were paid 
daily, used an electrical tabulating 
service at a central unit where 
punched cards were prepared and 
a printed record of date and 
amount made. At small post offices 
a record was prepared by hand, 
the money-order coupon filed 
alphabetically by states and by 
name of post office to be referred 
to as searching record. Two com- 
plete records were prepared—one 
at the office of issue, the other at 
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“In our office figure work must be right! 
That's why my boss got me a new Compt 
ometer. Now my work is fast and right the 
Comptometer’s exclusive three 
way absolutely errors 
caused by faulty stroke! 


float over the keyboard and the t 


practically effortless. No more 4 
first time 
of operation plus speed and 


combination! 


control eliminates 


unbeatable 


wilts for me!” (Floating Touch bring 


“It’s so easy to operate. My hands seem to 
yuch is 


o'clock 


n 


The Tre are sO many features a girl appre 
The new Comptometer colors, for 
Colors 


eve 


ciates! 
are easy on the eyes.” 
ire scientifically selected to 
1! Finger-form key tops! Feather-light 
ght! Giant ! 


instance 
pre vent 


inswer numeral 





Naturally, we are pleased and proud 


that operators from coast to coast (and their bosses, 
have expressed enthusiastic approval of the 


too! 
new Comptometecr. 

You and your operators will also be delighted with 
its speed, efficiency and ease of operation! Why not 
call your nearest representative today . . . and ask for 





a demonstration? 


Com 


ADDING-CALCULATING MACHINES 


Chicago, and sold exclu- 
Chicago 22, I) 


REG. U.S. PAT. OFF 


Manufacturing Co., 


Made only by Felt & Tarrant 
1717 N. Paulina St., 


sively by its Comptometer Division, 


Ww. AYER & SON 


November 1951 








NEW ELECTRIC COMPTOMETER 











ANOTHER: FINE PRODUCT IN EDISON'S COMPLETE LINE...! 


e<*\ lmagine “phoning” 
FS your written work! 


—_ 
“4 


—and Edison Televoice 
wenn Costs as little as 9¢ 
‘ per desk per day! 


— 


—e 
¥ 
ONE RECORDER SERVES ONE TO DOZENS OF-DESKS! Comal) 
EASY AS TELEPHONING! 

1 TURNS THOUGHTS INTO INSTANT ACTIONS! =’ 
NO DISCS, SLIPS, BELTS TO MANIPULATE! 

“DELIVERS” DICTATION RIGHT TO SECRETARY! 

PERFECTED, PROVED AND PATENTED BY EDISON! 


Believe it or not, that's a dictating instrument the man above 
is using —the sensational new Epison Tee Voicewriter! 
Here's a design for you—like the telephone you've used for 
years—that invites use. You simply phone your written work 
without delay or effort, directly to the recorder at the secre 
tary’s desk. You enjoy free-line service with Edison-engineered 
circuits scientifically matched to your work-load demand. 
Work flows out, productivity is boosted, for staffs large or 
small. Televoice cuts instrument dictation costs as much as 
6624%! Rent it or buy it—but try it! See what wonders it 


can work for you—now! 


Edison leleVoicewriter 


The Televoice System 


EDISON, 57 Lakeside Ave., W. Orange, N. J. GET THE WHOLE STORY — NOW 


Send for this new descriptive 


Okay—send me A LINE ON TELEVOICE booklet. Or, to arrange a demon 


NAM 


stration, call ‘‘EDIPHONE in 
your city. In Canada: Thomas A 
Edison of Canada, Ltd., Toronto 
1, Ontario 


E 


COMPANY 


ADDRESS 


city 


Q Edison. 


INCORPORATED 


the office when payment was made. 

Inaccuracies occurred frequently 
in listing the post-office number 
or serial number, making it diffi- 
cult at times to find a record of 
payment. It was only after a 
money order issued, for example 
in Omaha, Neb., finally got back 
to the general accounting office 
and was checked against the is- 
suing postmaster’s record that 
errors would be found. 

In punching several hundred 
million audit cards annually, un- 
avoidable errors in key punching 
created confusion in subsequent 
accounting procedures. 

The system of collection was 
burdensome. The banks would send 
cashed money orders to postmas- 
ters for collection, and delays 
would occur if the post office was 
out of funds or not provided with 
checking facilities. Two months 
later the bank might have to write 
again for its money. 

Another troublesome aspect oc- 
curred when a remitter’s receipt 
was worn and the stamp erased. 
There was no way of identifying 
the post office that had issued it 
because each post office and sta- 
tion had its own cycle of serial 
numbers. 

The new money-order system 
eliminates many of these prob- 
lems. Now the system utilizes a 
money-order form printed on a 
tabulating card prepunched to 
designate a regional post office 
and serial number. Money orders 
are issued in much the same 
manner as formerly, except that 
they are not drawn on a particular 
post office. They may be cashed 
at any post office or bank within a 
period of 1 year, and they will be 
cleared through the Federal Re- 
serve system like Treasury checks 
or other cash items and channeled 
for accounting purposes to 12 
regional postal areas, conforming 
generally to the Federal Reserve 
districts. 

As formerly, a purchaser sub- 
mits an application for a money 
order at a post-office window, a 
numbered money order is issued, 
and the purchaser retains the re- 
ceipt stub. 

Cash is balanced daily, and the 
clerk submits a report of inclusive 
numbers of money orders issued, 
total amount, and fees. 

Individual listing of money 
orders issued daily at the larger 
post offices has been discontinued 
as well as the individual listing 
of paid items. The troublesome 
“third-office’”’ feature has also been 
eliminated, together with the ex- 
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VICTOR CAN HELP YOU 


increase Efficiency, Cut Costs! 


VICTOR CUSTOMS 
Available in 10-key or full keyboard. 
Total 999,999,999.99. Both models 
same size, weight and price 





VICTOR CUSTOMS 
DO ALL THESE FIGURING JOBS 
FASTER, MORE ECONOMICALLY: 


@ Invoice and remittance 
handling 

© Collection and summary of 
gross premiums 

e Figuring operating and 
budget ratios 

e Preparing profit and loss 
statements 

@ 101 other figure problems 
peculiar to your business 











VICTOR ADDING MACHINE CO. 


Chicago 18, Illinois 


The World's Largest Exclusive 
Manutacturers of Adding Machines 
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Movable Decimal Marker Speeds Calculation 
Exclusive with Victor. Point off decimal ploces by 
Eliminote « 

vlating, multiplic division 


pre-setting the marke 
on tape. Speeds ca 


addition, and subtraction of decimal equivalents 











BEAUTIFULLY DESIGNED, ruggedly built Victor Customs add, sub- 
tract, multiply, divide, automatically compute credit balance. You 
can calculate with Victors. They cut operating costs by simplify- 
ing figure work and by saving you the extra cost of more expensive 
machines that need trained operators. 

Available in hand or electrically operated models with totaling 
capacities of eleven or nine columns. There are 42 basic models 
in the Victor line, from the utility models to those specially built 
for specific business problems. Call the Victor Branch or Author- 
ized Dealer listed in your classified phone book .. . or mail coupon 
below for FREE booklet, “The Secret of Speed.” 


CID 


NAME 


Victor Adding Machine Co., Dept. AB-1151 

Chicago 18, Illinois 

Please send free literature on the complete Victor line 
and free booklet The Secret of Speed 
how the new Victor Customs do many calculating 
jobs as well as adding machine work 


* showing 


COMPANY NAME 
ADDRESS 


cITy 


Ce Re RO SRS SSS SSS SSS SSS essaseeey 


eee eee eee eee eee eens 
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amination of bank paid money 
orders. There are no paying office 
coupons to file, and searches for 
record of payment are made me- 
chanically at the 12 regional ac- 
counting offices. 

Postmasters now forward to 
their respective regional post of- 
fices a statement showing account- 
ability for total amounts and total 
fees for orders issued within a 
given period. 

Upon receipt of the statement 
of accountability by the regional 
office, cards indicating the inclu- 
sive numbers issued during the 
accounting period are punched 


and inserted in the Paid Money 
Order file to permit segregation 
of that file into the proper incre- 
ments, either quarterly or in 
10,000 groups. 

At any post office, an applicant 
tenders the money order and re- 
ceives cash. Cash and paid items 
are balanced at the end of the 
day by the clerk who submits his 
report to the superintendent. All 
window reports are consolidated 
and a daily financial stateraent is 
prepared and sent to the auditor. 
Orders paid at the post offices are 
forwarded to the state central ac- 
counting office. At the central ac- 


For the most 

efficient, 

economical, 
and 

attractive 

office in town, 

see 
the dealer 


who features 


Maximum efficiency and economy in the use of floor 
space is assured when you select Steelcase office furni- 
ture because of its exclusive space-saving design. Steel- 
case furniture is engineered with standardized, inter- 
changeable parts to permit utmost convenience and 
flexibility to job requirements. Smart, modern colors 
and beautiful, new metallic finishes with matching up- 
holstery and tops, make Steelcase the most attractive 
metal furniture you can buy. A trained specialist in office 


layout, vour local Stee 


lease dealer, will gladly help you 


select the equipment best suited to yourown requirements. 


gE Look for your Steelcase 
dealer in the classified section 
of your telephone directory. 


For new ideas in office planning, write for ‘Tooling Up Your Office!’ 


a — ov. i = 


Business Pquipment 


METAL OFFICE FURNITURE CO., Grand Rapids, Michigan 
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counting office all reports on paid 
money orders from local post of- 
fices are consolidated. The paid 
orders are then deposited in the 
local Federal Reserve Bank or 
branch. 

A proof machine at the Federal 
Reserve Bank sorts money orders 
by regional office of issue, prepares 
an auxiliary tape for each regional 
office, and a master control tape 
with amounts of each money order 
by regional office symbol, and en- 
dorses each money order showing 
date and identification. 

The Federal Reserve Bank then 
turns the paid orders over to the 
respective regional post offices 
which in turn balance the debit 
created by those banks and for- 
ward the money orders to the re- 
gional post offices of origin. Re- 
gional office numbers are indicated 
on the prepunched cards at time 
of manufacture. 

The regional post office of origin 
then mechanically sorts the money 
orders into serial number sequence 
and collates them periodically into 
the Paid Money Order file. 

Following the close of a quarter, 
postmasters’ statements of ac- 
countability are matched against 
the paid items at the regional 
office by means of an electronic 
statistical machine which totals 
the amounts and fees of the 
orders, indicates the outstanding 
items, and at the same time checks 
the file for duplicates, stolen 
orders, etc. 

Consequently, the accountability 
for money-order transactions will 
hereafter be determined by the 
postal service instead of by the 
general accounting office. 

The new system should meet the 
need for modernizing and improv- 
ing money-order operations. 





Open House 
Draws Crowd 


HEN Culligan Zeolite Com- 
pany held open house re- 
cently at its new plant in North- 
brook, Ill., the townspeople turned 
out in throngs. 

Besides being attracted by the 
new building, Chicago suburban- 
ites liked the idea of attending the 
barbecue and square dance. Of the 
town’s 4,000 people, 2,000 took 
part in the open-house activities. 
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Mirrors Reflect 
Business 


By Lillian Stemp 


ISITORS to a food and home 
show in Hammond, Ind., were 
startled to find a refrigerator talk- 
ing to them, inviting a look at its 
features, and then climaxing the 
talk with a request for a dance. 
Those game enough to take a danc- 
ing position with the refrigerator 
actually found themselves revolv- 
ing with their mechanical partner. 
Standing unnoticed in the far 
corner of the exposition booth and 
with his back to the visitors was 
a representative from the Ham- 
mond Plumbing and Home Supply 
Company. He watched all the pro- 
ceedings through a set of mirrors 
placed to capture and reflect the 
actions of the visitors. Hidden 
microphones on top of the refriger- 
ator enabled him to pick up com- 
ments and to give directions. By 
remote control he operated the 
turntable on which the appliance 
was set. The mirrors made it pos- 
sible to provide the _ surprise 
element economically. 

Over at the Museum of Science 
and Industry in Chicago, another 
type of display is attracting atten- 
tion. Recently enlarged, it is the 
display of The Bell System which 
features its ‘voice mirror.” This 
“voice mirror” is not, however, a 
looking glass. It is a device which 
reproduces the human voice with 
all its original quality, plays it 
back, and then wipes it off so that 
a second voice may be recorded. 
During World War II, 300 of these 
devices were bought by the Army 
and Navy to train the voices of 
their officers. 

These “voice mirrors” make it 
possible for the voice to be heard 
as others hear it. Real mirrors are 
used as back drops in the exhibit. 
These looking glasses emphasize 
that just as the face and figure 
can be seen and inspected in a 
mirror, so can voices be inspected 
as others “see them.” 

Business is minimizing or con- 
trolling interruptions through mir- 
rors. For example, a photographer 
working alone found fewer inter- 
ruptions and resets necessary since 
he installed two mirrors diagonally 
across from each other. Just be- 
fore he is ready to snap the shut- 
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Your photocopy machine is designed 
to serve wherever 
there’s paper work 


it will pay you to remember this... 
and to double-check the routines 
of all departments. 
Wherever you see reports or 
records of any type being 
transcribed, ask yourself: 
“Can this job be done more 
efficiently with our photocopy machine?” 
Remember . . . your contact photocopy machine is ready to give 
you a photographically accurate and complete record of anything 
typed, drawn, written, or printed. And, in 9 out of 10 cases, it will 
do this at a fraction of the cost of producing a 
copy by hand . . . and proofreading it. 


For the best photocopies use 
Kodagraph Contact Paper 


This low-cost paper is made by Kodak for use 
in all types of contact photocopy machines. It 
reproduces all documents in dense photo- 
graphic blacks, clean whites . . . 
with new sparkle and legibility. 
And it’s easier, more eco- 
nomical to use—no more 
split-second timing or trial- 
and-error testing. Order it 

e and see for yourself. 


[Kodagraph Contac? Raper 


“THE BIG NEW PLUS” IN THE OFFICE COPY FIELD 


Mail coupon EASTMAN KODAK COMPANY 
for LZ Industrial Photographic Division 
free booklet Rochester 4, N. Y. 1 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 


duction”. . . your new, free booklet giving full details on Kodagraph Contact Paper. 


Name yi 


Department 
Company 


eens “Kod 
7 
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BUSINESS FORMS SYSTEMS BUILT TO DO MORE... 


Pap 


Dupli-Card Register system “controls” accuracy of Stock Status 


At a New Jersey precision specialty plant, every issue of parts 
to assembly is based on a two-copy Delivery Ticket . . . an 
exact carbon copy made as a stock clerk writes a Stock Trans- 
action tabulating card on a Standard Dupli-Card Register. 
Hence, as parts are supplied with one form, accurate perpet- 
ual inventory records are produced by means of the other. 

This is a feature of one manufacturer's system of smoothing 
the flow of materials to assembly departments—described in 
Paperwork Simplification No. 20.* 

Today our representatives are helping their customers re- 
examine record systems in the light of new requirements. 
Here are the improvement objectives, with any system: 

A. Develop the best procedure. 
B. Simplify the writing process. 
C. Design the most efficient form. 


These are the three avenues for complete analysis of any 
record system problem—the A, B, C way to real paperwork 
simplification for better control, for maximum savings of 
time and manpower. 

*PS ideas available. Send for recent issues of Paperwork 
Simplification free; no obligation. The Standard Register 
Company, 611 Campbell St., Dayton 1, Ohio. 
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KANT-SLIP 
continuous forms 


Feeding- 
aligning devices 
THE REGISTRATOR 

PLATEN 


FO So 


9 


AUTOMATIC LINE 
FINDER 


Advances form into 
new writing position 
in one motion 


DUAL FEED 


Registers 2 different 
forms for 1 continu- 
ous typing operation 


er 


BURSTER-IMPRINTERS 


Sign, date, number 
trim, tear off, stack 
Kant-Slip forms 


> 


a 


FORM-FLOW 
REGISTERS 


Better records 
by hand 


/ 


UNIT ZIPSET FORMS 
Carbon interleaved 


ter, he glances into the mirror 
nearest him to ascertain Whether 
or not activities in the adjoining 
room are such that they may re- 
sult in a sudden invasion of his 
studio. 

Mirrors have eliminated another 
type of interruption. Printing press 
operators, who are required to do 
considerable climbing in order to 
check reciprocal operations when 
they are making adjustments, do 
their checking through mirrors at 
the C. T. Dearing Company in 
Louisville, Ky. Large mirrors 
above the presses allow the opera- 
tors at lower levels to view the 


Bell Telephone's ‘‘Voice Mirror’ at 
a Chicago museum attracts attention 


progress of operations above, and 
the operator at the front end can 
see how the press is operating at 
the back end. 

Mechanics report that small 
pocket mirrors from  milady’s 
purse are excellent to reflect con- 
ditions at points which are out of 
the range of vision. One mechanic 
reported “no more lying on my 
back to see something on the top 
of the underside of a machine.” 

Business is keeping its accidents 
down through the use of mirrors. 
For example, electric power-truck 
operators find mirrors excellent to 
warn them at blind intersections. 

Kingsport Press, Inc., of Kings- 
port, Tenn., found that its most 
effective means of controlling the 
hazardous practice of employees 
running down the stairs at lunch 
time and _ shift changes was 
through mirrors. The installation 
of a full-length mirror at the 
foot of the first landing slowed the 
girls as they left their offices. 


AMERICAN BUSINESS 





The Original Modular Office 


wea Less cays aimee oe per worker! 2 SA VINGS. / J 
ess floor space per worker! e 

Greatly Aart mth Ah comfort and efficiency! IEW EFFICIENCY. 
These are the immediate results of the scientifically (1A 
designed TECHNIPLAN Modular Office, which is com- | bers 

manding widespread attention of leading businesses 

and architects. 

TECHNIPLAN is composed of standard units, interlocked and inter- 
changeable for infinite flexibility. 

The basic “L” unit (2-unit combination shown above) can be as- 
sembled in about five minutes by two unskilled men, using one 
screwdriver; can be as easily disassembled, should changed arrange- 
ment be desired. 

Space savings, depending on previous arrangements, from 18% to 43% 
without reduction in useful working facilities in any desired combina- 
tion of files, drawers, shelves, lighting, and electrical connections. 








“Exploded” view of 
TECHNIPLAN components: 
Ask your Globe-Wernicke dealer for the Partitions — posts 
TECHNIPLAN Book; find him in your classi- Desk top with center drawer 
fied phone directory listed under “Office Desk pedestal 

Equipment, Furniture.” Or write to Globe- Auxiliary top — end supports 
Wernicke, address below. Filing units — base 
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Engineering Specialists in 
Office Equipment, Systems, 
and Visible Records Cincinnati 12, Ohio 
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Film on Typing Aids Training 


O contribute today to the train- 

ing of the business employee 
pool of tomorrow, a full-color film, 
“Electric Typing Time,” is now 
available on request from Inter- 
national Business Machines Corp., 
free of charge, to schools through- 


may show the film on the same 
basis to their own personnel to 
help inspire them to higher levels 
of achievement. 

The film brings educators up to 
date on the trend toward electric 
typewriters in the business world. 
Businessmen, most of whom are 


paying their typists salaries that 
are two-thirds higher than before 
World War II, are being invited 
to the previews in each of IBM’s 
local offices. Recent findings have 
shown that the use of electric 
typewriters in business offices has 
meant lowered office costs as well 


out the country. Employers also 
as improved quality in typewritten 
material. 

Educational consultant for the 
film was Professor John L. Rowe 
of Teacher’s College, Columbia 
University. Professor Rowe re- 
cently concluded a 6-week ex- 
perimental typing class, and he 
reported that “results were grati- 
fying,” because all the students 
using electric typewriters attained 
“rates that would be considered 
superior even after a full year of 
instruction.” 

Produced for IBM by RKO- 
Pathe, Inc., the film is part of 
IBM’s continuing program of co- 
operating with schools and indus- 

| , try for the improved training of 
better personnel. To help fulfill 


switch from this 
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4 easy steps 


* or 
; ~ P adineae ” Seaton 
do beautiful GBC PLASTIC BINDING time wit be’ shown in each TBM 


No skill required to office to educators and leading 
business people of the community 
as well as to all college and uni- 
versity summer schools that have 
special sessions in advanced busi- 
ness education. 

Eleven students from New York 
City’s Central Commercial High 
School as well as IBM personnel 
appear in the film. A highlight of 
the production is the first screen 
appearance of the present un- 
challenged world’s champion typ- 
ist, Miss Stella Pajunas. Miss 
Pajunas established her official 
record on an IBM electric type- 
writer. In the film she attains a 
speed of 185 words a minute. 

A dramatic, slow-motion §se- 
quence captures her championship 
technique enabling every typist 
who sees the film to appreciate 
the value of correct training. 


produce beautiful 


right in your own office or plant 


Add prestige...color...attention-compelling appearance 
to reports, catalogs, presentations, and all printed and 
duplicated materials with this handsome plastic binding. 
NEW GBC portable equipment quickly...economically 
plastic binds loose pages of all sizes into easy-to-use per- 
sonalized booklets. Pages turn easily...lie flat...fold 
back to back for easel applications. Confidential and 
secret material may now be professionally plastic bound 
by your own personnel...right in your own office! Dura- 
ble plastic bindings are available in a complete range of 
colors, styles, and sizes. Complete GBC office equipment 
costs less than a typewriter...saves more than 50% over 
old fashioned fastener-type covers. Anyone can operate 


OPEN BINDING: ...lasts a lifetime. 
Operation opens rings G /B ° ij C 7 fi 
MECHANICAL BINDINGS 


mechanically. 
WORLD'S LARGEST PRODUCERS OF 
O10 WEST BELMONT AVENUE CHICAGO 14, ILLINOIS 


Mail coupon for details and SPECIAL TRIAL OFFER 


General Binding Corporation, Dept. AB-11 
, 810 West Belmont Ave., Chicago 14, lil. 
memo Please send me Bulletin 1500, describing your new 
low-cost portable GBC plastic binding equipment 
also 2 handy memo books bound this modern 
way. Tell me how | can try this equipment with 
out obligation 


binding 


PUNCHING: Insert 
poper...push down 


INSERT: Slip covers 
and sheets onto open 
rings. 
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BUSINESS SHOW 


The booming office-equipment in 
dustry held its annual business show 
Name . ‘ in New York late last month and at 
tracted a record crowd. More than 128 
exhibitors—inciuding the Armed 
Forces—displayed their wares in Grand 
Central Palace. 


Company 
CLOSE: Release handle Address 
and remove finished job. 
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Selling Right 
Attitude 


(Continued from page 9) 


family’s future, he had decided to 
remain on the job. 

Two other employees of the five 
who had planned to leave stuck 
to their announced decision. 

The fifth employee to be inter- 
viewed was not leaving because of 
money at all, although that was 
his announced reason. Actually, he 
was having difficulty with a super- 
visor. A transfer to another de- 
partment solved his problem. 

Here were three employees out 
of five who were easily persuaded 
to remain after they had definitely 
obtained other jobs and had an- 
nounced resignations. 

This experience and subsequent 
studies of the turnover problem 
have convinced this executive that 
money is seldom so important a 
factor in turnover as it seems. In 
a fairly high percentage of cases, 
money is not the only reason. 

But we must admit money is 
important. And here is how it hap- 
pens that a small advance in salary 
often looks so important to an 
employee. Take any young married 
couple today. They are probably 
paying installments on a car. Then 
there are the monthly payments on 
a washing machine, a television 
set, and probably some insurance 
premiums to pay. 

It seems that nothing short of 
a quick, substantial raise will pro- 
vide a solution to their problems. 
To the higher executive whose 
salary is at a level that relieves 
him of worry about meeting cur- 
rent bills, this concentration on 
just a few more dollars in the 
weekly pay envelope may seem 
silly. But to this young couple, it 
is the most vital problem on earth. 
Everything else is insignificant. 

It is easy to say that a young 
man should not commit himself to 
buying these items until he is sure 
he can meet the payments. Well, 
the truth is that this same young 
man, and millions exactly like him, 
keep the smokestacks smoking. If 
every young couple waited to make 
large purchases until the pay- 
ments were easy, or until they had 
the ready cash to lay on the line, 
many a factory would close down 
forever. Buying a little ahead of 
income is a part of our much- 
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know 
what 
these 
common 
office 
signs 
mean? 


Answers: 
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hand just why Columbia Ribbons and Carbons 
have been so popular, for so long—every where 
Order a trial quantity the next time you buy 
office supplies. And remember, whenever you 
yourself with some unusual writing 


Yes—and somebody's wasting mor or 
cheap carbon paper 
These signs noticeable in offices where 
the advantages of using top grade ribbons 
and carbons are little understood—are never find 
seen wherever Columbia Ribbons and Car problem, your Columbia stationer’s salesman 
bons are used. That's because of built-ir ind the Columbia factory specialist are 
values generally referred to as quality 
Columbia Typewriter Ribbons and Carbor 
Papers are made to standards which assure 
the very finest results you could hope for 
clarity—dignity—cleanliness. The carbons 
remain flat—easy to work with in any climate 
and the ribbons write and re-write sharply 


trained to help you find the answer. So 


always greet the Columbia man with 


@ open arms. He's there to help you! 


COLUMBIA RIBBON & CARBON MPG. CO., Inc. 
Main Office & Factor 

180-11 Herb Hill Road, Glen Cove, L.1., New York 

New York Sales and Export: 58-64 West 40th Street 

Branch Offices and Distributors in pr 

Cons your local Telephone lassihed 


evenly. 
And with all their outstanding qu ality and 
performance, Columbia products invariably 


neipal cities 
Directors 
save you money. They last longer 
while doing a better job! 

You really should find out 


alumbéa 


Cocumsia Rinsos & Carson Manvuractunive Co., Inc 
180-11 Herb Hill Road, Glen Cove, L. 1, N. ¥ 180-48 


I] have a problem that involves CE ribbon D2 


Have your representative see 


Name 
Position. 


Company 


of Fine Ribbons 
and Carbons 


Address. 
for nearly 


half a century 


| 

| 
Manufacturers | 

| 
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vaunted American way. The em- 
ployer who overlooks this well- 
entrenched American custom is 
shutting his eyes to one of the 
most important factors in the lives 
of young people. It is the rare 
young man or woman who is 
astute enough to pile up savings 
to pay cash for the luxuries ou! 
American way of life seems to 
demand. 

When any young employee be- 
gins to be harassed by monthly 
bills, he or she forgets everything 
but the obsession that a few more 
dollars in the pay envelope would 
be a solution to all problems. He 
constantly hears of some friend 
who is earning $150 a week. Or 
the wife hears about some friend 
who has gone to Texas, California, 
Paducah, or some other Govern- 
ment project or airplane plant and 
who is making a fabulous amount. 

In this frame of mind they see 
the employer as a stingy ogre, get- 
ting rich by grinding the faces of 
the poor. Their viewpoint becomes 
so warped that they cannot under- 
stand why the employer cannot 
willingly assume their financial 
burdens by raising salaries to the 
point where meeting the monthly 
installments would be easy. 

How can a young employee's 
mind be straightened out and put 
back on a healthier beam? It isn't 
always easy. But there are certain 
definite methods which have 
proved helpful. One is the periodic 
interview. One _ personnel man 
asked himself, “Why wait until 
termination of employment to in- 
terview? Why not interview before 
the employee announces intention 
of resigning?” He set up a plan 
for periodic interviews. These 
talks are informal, friendly, and 
brief. But they are planned to 
bring out each employee's personal 
problems, gripes and grievances, 
and to highlight the employee's 
thinking. 

“T believe it is safe to say we 
have helped some of our young 
men to stop worrying about 
money, to start thinking about 
doing a better job, and to plan 
for promotion, 

“In one case we encouraged a 
young man to take an Alexande1 
Hamilton course of instruction to 
prepare himself for greater re- 
sponsibilities; in another, we as- 
sisted a young woman to attend 
a night course in accounting. 

“In another case, we found a 
young man terribly discouraged 
because he had committed himself 
for so many deferred payments 
there was little left of his salary. 
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We arranged a loan through the 
credit union, paid off his debts, 
and consolidated his liabilities in 
one place. It will be 3 years 
before he completes his payments, 
but the payments are no longer 
quite so burdensome. 

It is easy to assert that it is not 
the company’s responsibility when 
employees become worried about 
debts and expenses. But if turn- 
over increases because employees 
seek a few extra dollars weekly, 
it is usually good judgment to offer 
whatever help may be available. 
Often all that is needed is a sort 
of reorientation of the employee's 
thinking. Get his mind off of debts 
and monthly payments and get him 
to concentrate on making himself 
more valuable to the company 
through greater production and 
improved results. 

There is no cut and dried 
formula for handling these cases 
of employees who decide to resign 
from an established position for 
an extra $5, $6, or $10 a week. 
Each case is different; each case 
demands careful and sympathetic 
study of the motives involved. 

Although it is difficult to teach 
employees to appraise new job 
offers accurately, it is helpful to 
point out to them that the new 
job may be a case of “all that 
glitters is not gold.’”’ Teach em- 
ployees to ask: 

1. Is the new job permanent? 

2. Does the new job offered hold 
advancement opportunity? 

3. Does the proposed new em- 
ployer offer any job benefits such 
as sick leave, pension plans, paid 
vacations, employment stability? 

4. Is the new job the result of 
some sudden expansion which may 
not be permanent? Is it the result 
of a new contract, or some sudden 
spurt of activity which may be 
quickly curtailed? 

5. Will moving into another job 
sacrifice seniority, or other special 
benefits? 

The job of the personnel man 
who wants to retain well-trained 
employees is to reverse the think- 
ing of the restless employee, and 
start him or her to thinking about 
his or her job as a career, as a 
permanent way of life, which they 
are in danger of trading off for 
a dazzling bubble of temporary 
extra dollars. 

It should never be forgotten that 
a young person’s job and career 
can be permanently harmed or set 
back by a quick, thoughtless 
change. In many cases an estab- 
lished company, with a_ good 
record of stable employment, has 


much more to offer than the type 
of company which pushes wages 
and salaries up to meet some 
temporary need. 

To persuade a valuable employee 
to remain on a_less-glamorous, 
even a less-remunerative job, may 
be doing that employee a real 
service. his is especially true to- 
day when so many purely tempo- 
rary jobs are floating around to 
entice people into making changes. 

Personneit managers are in dan- 
ger of being misled into thinking 
that nothing short of meeting any 
and all proffered raises will prove 
a solution to the current, rising 
turnover rates. Some careful and 
continuous studies of the real, and 
not the announced, reasons for 
changing jobs, plus a sincere effort 
to help the employee appraise each 
new job opportunity as it comes 
along, may prove to be at least 
a partial solution to the turnover 
problem. 

As one astute personnel man- 
ager puts it, “I consider the big 
gest responsibility of my job to be 
sincere and honest counseling of 
the harassed employee who is 
struggling under the burden of 
current expenses. We believe it is 
our duty to bid an employee 
goodby with good will and best 
wishes when he gets an offer of 
a better job with higher pay, so 
long as its future seems as secure 
and as well studded with oppor- 
tunity as our jobs are. But when 
the offer comes from a_ second- 
rate employer, or from a tempo- 
rarily booming organization, we 
believe it is equally our duty to 
do everything we can to induce 
the employee to correct his think- 
ing and stay with us.”’ 





Trailer Homes 
Show Increase 


ORE than 11% million Ameri- 
cans are living in trailers. 
If these people were grouped to- 
gether in one spot, they would 
make the country’s sixth largest 
city—ranking behind Detroit. 
There are about 200 manufac- 
turers in the trailer-equipment 
field, doing an annual business of 
approximately $200 million. Mid- 
States Corporation, Chicago (story 
on page 18), is said to be the 
biggest manufacturer. 
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(jetting a distorted view of things? 


Lop-sipep operating figures can give you a notched, the pre-coded holes along the edges of each 
topsy-turvy picture of your business Keysort card make it easy to collect a wealth of 
data classify it summarize it file it 
To know what's really happening—-and what's find it use it quickly and accurately. 
likely to happen next—calls for sharp-focused facts, 
accurate facts, complete facts. And you must have Keysort’s remarkable flexibility makes it possible for 
those facts in time to make sound decisions any girl in your office to use this system for a 
multitude of record-producing jobs. Keysort is 


Leading executives in every kind of business are adaptable to inventory problems, cost-accounting, 





getting the facts today with the McBee Keysort payroll work, check reconciliation, to name but a few 


system. They're saving time, money, work and worry 
It's no wonder McBee sales have multiplied tenfold 


With your present personnel, without costly in just a few short years 

installations, McBee Keysort cards and machines 

provide you with accurate and useful management Ihe trained McBee man near you will tell you whether 
controls at less cost than any other system. When or not McBee can help you. Ask him to call. Or write us 


THE McBEE 
oot COMPANY 


Sole Manufacturer of Keysort 

The Marginally Punched Card 

2958 Madison Ave... New York 17 
Offices in principal cities 

The McBee Company, Limited 

11 Bermondsey Road. Toronto 13 
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Office Finds Use for Columns 


(Continued from page 13) 


to serve as a drop chute. Prior to 
its installation, messengers or 
pneumatic tubes were used to 
transmit sales orders from the 
second-floor classified advertising 
department to the credit clerks in 
the first-floor accounting depart- 
ment for checking. 

Wherever possible, desks on the 
first floor have been grouped into 


functional units, making each per- 
son in the unit more accessible. 
The sharing of machines and 
equipment is also facilitated. The 
fourth column serves as a divider 
for several such units, as well as 
marking the entranceway from 
the plant to the office. A partition 
extending from the column forms 
a small vestibule. 





Teach Personnel 


IRING and training on a scale 

never before experienced in 
industry served to point up the 
inadequacies of staff personnel in 
industrial relations at the start 
of World War II. As the demand 
for trained men and women ex- 
ceeded the supply, many a per- 
sonnel department became over- 
staffed with personnel inexperi- 
enced in the technical procedure 
of selecting, testing, and classify- 
ing employees. 

Some help was afforded by 
college and university courses, but 
since industry’s problems at that 
date were not too well defined, 
these courses could not meet the 
needs of that hectic period in 
personnel administration. Today, 
however, management can secure 
the necessary trained personnel 
being graduated from courses in 
labor relations, personnel adminis- 
tration, collective bargaining, job 
analysis and evaluation, and in- 
dustrial relations given by the 
more active colleges and_ uni- 
versities. For those whose edu- 
cation lacked training in the 
essentials of personnel relations, 
evening courses and special semi- 
nars are being offered each 
autumn for management person- 
nel in retail, manufacturing, and 
service industries. 

Here are just a few highlights 
of the 1951-1952 courses being 
offered by industrial relations 
departments this autumn, from 
which will come the leadership 
and know-how of future person- 
nel departments: 

California Institute of Tech- 
nology: Subjects include Practic- 
ing Supervision, Statistics of Per- 
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Know-How 


sonnel Management, and Current 
Problems of Personnel Manage- 
ment. Princeton University Indus- 
trial Relations Section: Has two 
undergraduate courses in Labor 
Problems and Economics of Labor. 
Graduate courses: Labor Legisla- 
tion, and Industrial Relations and 
the Social Order. Loyola Univer- 
sity, Chicago: Offerings include 
Labor Problems, Industrial Soci- 
ology, Personnel Management, 
Non-Directive Counseling in Busi- 
ness and Industry, Personality 
Problems and Mental Health, Time 
and Motion Study. Yale Univer- 
sity: Courses include The Labor 
Movement, and Labor Legislation. 
One-term courses are offered each 
year to executives in unions and 
management. University of Cali- 
fornia: Offers courses in Personnel 
Administration, Time and Motion 
Study, Wage Incentives and Job 
Evaluation, Personnel and Indus- 
trial Psychology, and Human Rela- 
tions in Industry. New York State 
School of Industrial and Labor 
Relations, Cornell University: Of- 
fers advanced training in Human 
Relations, Personnel Administra- 
tion, and Protective Labor Legis- 
lation. Rutgers University: Classes 
offer courses in job evaluation, 
union counseling, and time study. 
Also offers courses for the pub- 
lic in labor-management relations. 
University of Minnesota: Man- 
power Economics and Problems 
course serves as an introduction 
to all courses that follow, which 
deal with labor movements, intro- 
ductory personnel administration, 
labor relations, advanced person- 
nel administration and_ labor 
legislation. 


Although the office is not air 
conditioned, four silent air units 
with filters are used for fresh-air 
intake from the outside. These, and 
floor-type fans, keep a comfortable 
movement of air in the space oc- 
cupied by the 35 employees. 

Gray-topped Art Metal desks 
have been selected as standard on 
the first floor, with aluminum trim 
chairs to match. 

The Cleveland Press has several 
new machines in its’ general 
accounting department. One of 
these is a Remington Rand book- 
keeping machine, now using three 
registers, but designed for more. 
This machine was installed in 
June 1949, and its automatic fea- 
tures have enabled the operator 
to assume 50 per cent more work 
in the same time as was accom- 
plished on an older machine. 

Work has been started on the 
fourth floor, where the editorial 
and public service offices are lo- 
cated. The present editorial offices 
are in direct contrast to the 
former. A nonfunctional lobby has 
been changed to a cheerful recep- 
tion room area. Blond maple oc- 
casional tables, a three-part sec- 
tional sofa, and two large display 
frames add warmth to the room. 
Walls have been utilized for dis- 
play racks and storage space for 
extra supplies. 

The Cleveland Press employs a 
full-time cabinetmaker to create 
storage areas from unused space. 
The efficiency made _ possible 
through these facilities has more 
than paid for his wages. Operating 
costs per square foot on the first 
floor average $33.10 per year, a 
figure considerably lower than 
present operating costs on floors 
where remodeling has not been 
completed. 

One of the interesting results of 
the remodeling project of the of- 
fices is the recognition given to 
the late Edward Willis Scripps, 
who founded the paper in 1878. In 
the entrance to the lobby, the area 
occupied by heat registers was 
modified to retain the registers 
and to serve as a pedestal for a 
bust sculpture of Mr. Scripps. Four 
rectangular-shaped light panels 
with fluorescent tubes illuminate 
the sculpture, and an inscription 
acknowledges Mr. Scripp’s part in 
the founding of the newspaper. 
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Work ‘em 
overtime 


Get more 
clerical help 


“Do it the hard way,” 


OU can follow the advice of the Paperwork 

Pirate and add clerical hours to an already over- 
burdened staff—maybe hire new inexperienced help 
—or you can follow the lead of companies who 
have found the answer to both man-power prob- 
lems and increased work loads in paperwork 
mechanization. 

For example, much of the writing in both factory 
and office is repeat writing. It’s writing the same 
words and figures over and over. This writing can 
all be done mechanically the Addressograph way — 
30 to 50 times faster—with never an error—never 
an erasure —never an illegible copy. 


says the Paperwork Pirate 


In“almost every department of large business and 
in every small business, there are opportunities to 
save time, cut costs and get work done faster with 
simplified Addressograph methods. New Addresso- 
graph Accounting models extend these savings to 
repetitive figure work and combine the advantages 
of accounting machines with those of Addressograph 
—further speeding operations. 

Call the Addressograph office, your city. We can help 
you study your repetitive writing procedures; make 
suggestions for savings through paperwork mechan- 
ization. Addressograph-Multigraph Corporation, 
Cleveland 17, Ohio—Simplified Business Methods. 


“ e 


Addressagraph-Multigraph 


Production Machines for Business Records 


SERVING SMALL BUSINESS — BIG 
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Pneumatic Tube System Speeds Paper Flow 


N automatic selective pneu- president, termed the device a new 
matic tube system, described and useful tool designed to bring 
by company officials as the most greater speed and efficiency to the 
revolutionary advance in the pneu- handling of interoffice communica- 
matic tube field in 70 years, went tions. “Such a system” he said, 
into operation recently at a Bridge- “has been long sought to meet the 
port Brass Company plant. increased needs of modern busi- 
The system, a “first” in the ness, and Bridgeport Brass _ is 
United States, is being used to proud to be the first in this coun- 
expedite the flow of papers and try to adapt it to its daily 
metallurgical samples between sta- operations.” 
tions located in the mills and office Unlike conventional pneumatic 
buildings of the huge plant. tube systems, the new interoffice 
Herman W. Steinkraus, company messenger is both automatic and 


PUSH-BUTTON MULTIPLICATION 
delivers rearmament figurework 


EASIER-FASTER-SURER 


BASTER — because Marchant's mechanism 
performs at speeds ran up to twice 
those of any other calculator 
EASIER — because Marchant saves 
the operator at least one step in 
every 1 ation problem 
SURER — because Marchant is 


only American-r 
¢ 


More than half of all calculator work 17) | 
is multiplication. Therefore, the obvious 
choice is the calculator that multiplies 
faster, easier, surer. Call the Marchant 
Man in your phone book—he'll 
prove it with a demonstration 
on your own work 


Mail this Coupon with your business letterhead to get our 
GUIDE TO MODERN FIGURING METHODS 

LLUSTRATED BOOKLET ABOUT MARCHANT CAL ATORS | 
MARCHANT CALCULATING MACHINE COMPANY 


OAKLAND 8, CALIFORNIA A6 


selective. A notable feature is a 
special selective dial on the carrie! 
which permits the sender to for- 
ward his message or article to any 
one of nine stations in the plant 
without the intervention of an 
operator or a central dispatche: 
It is this ‘sixth sense,” or ability 
to route carriers automatically to 
any given point, that makes the 
new system so radically different 
from the conventional, manually 
operated installation. 

On each of the carriers are two 
rings stamped with the numbers 
zero to nine. These rings are ad- 
justed to the number correspond- 
ing to the receiving station. As 
the carrier is inserted in the tube 
it travels by vacuum through the 
sending line to the automati 
central installation or  transfer- 
control point. While en_ route, 
“electric fingers’’ pick up _ the 
dialed number and flash it to the 
central station. Here the relay 
panel, or “brain,”’ of the system 
reads the signal, actuates the ap- 
propriate switches, and immedi- 
ately speeds the carrier through 
to the correct outgoing line and 
station. On arrival, the relays are 
released and the station is ready 
to receive the next carrier. 

The relay panel, in addition to 
determining the course of the 
carriers, counts the number which 
pass through each loop, provides 
the appropriate space interval be- 
tween traveling carriers and also 
flashes alarm signals should any 
failure occur in any part of the 
system. 

If the carrier has been put into 
the tube with the ends reversed, 
or if the numbered rings have 
been set for a nonexistent receiv- 
ing station, the carrier will be 
discharged into a “reject’’ tube at 
the switching center, and a light 
will announce the inability of the 
system to determine its prope 
destination. Visual indication is 
also given of the number of lines 
in operation, blower performance, 
blown fuses and vacuum failure 

The Bridgeport installation em- 
ploys a unique tube arrangement 
consisting of two loops. As a re- 
sult, bottlenecks common to manu- 
ally operated systems are ingen- 
iously avoided through the use of 
common, automatically controlled 
loop lines which begin at a central 
point and are connected to the in- 
dividual stations. 
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Ye INNOOUIVAN riroater efficiency 
Wood Furniture 


Patents Pending 


For the modern office setting a new concept of attrac- 
tive appearance plus maximum utility and flexibility 
is made possible by Rock-a-File Modular Wood Furni- 
ture. Smart design in the modern tempo, combined 
with unitized construction, allows the Rock-a-File 
Modular components—desk, storage cabinet, waste- 
basket, telephone section, file cabinet, drawer sec- 
tion, typewriter shelf and bookcase—to be set up in 
various combinations as a complete and harmonious 
furniture layout. Combinations designed to suit the 
needs and tastes of every individual whether 
executive, stenographer or clerk, are readily 


For complete details, write today for catalog and price list. 
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arranged with Rock-a-File Modular Wood Furniture. 


Rock-a-File Modular Wood Furniture consists of 
desk, corner cabinet and two basic units—desk base 
unit and alternate unit with choice of components. 
Solid core, quarter sawed, genuine walnut veneer on 
hardwood base is used throughout with tongue-and- 
groove construction. All exposed edges are banded. 
Desk 


drawers fitted with lock having two keys. File cabinet 


Solid walnut handles on doors and drawers. 


is popular Rock-a-File, side-opening compartment 
type, all-steel interior construction. 





aluminum 
chairs 


Four days under nine feet 
of water—and still good as 


new! 


An installation of FINE- 
REST chairs in the heart of 
the Kansas flood area sur- 
vived this experience and 
was restored to like-new con- 
dition with ordinary cleaning 
methods and without outside 


expenses. 


The enthusiastic user of 
FINE-REST chairs 


ported this experience to us 


who _re- 


knows that it pays to buy 
the best—it 
FINE-REST. 


pays to buy 


e 4 
ALUMINUM SEATING fl pperalion 


17 $. CHERRY STREET KRON 8. OHIO 


Agta $80 CO, 46-90 w. 200 SY. ©. ¥ 
Distiibulor Sitnowcritan w. ¢) a enboat orstaeuroe 
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Company Finds “Blockout” 
That Is Guaranteed 


HE Bell & Gossett Company, 

Morton Grove, Ill., has a stand- 
ing offer of $5 for any girl in the 
office who can produce a duplicated 
paper that is readable after the 
company’s “blockout” is used. 

R. A. Marquardt, Bell & Gossett 
executive who helped develop the 
blockout, said that no money has 
been paid yet, and it is not likely 
that any will be. 

While inadequate blockouts have 
been a headache for many com- 
panies (including, until recently, 
Bell & Gossett), there apparently 
has been no solution offered by 
manufacturers of duplicators and 
supplies. As Mr. Marquardt said, 
“We could find no supplier who 
would guarantee a system for 
blocking out certain sections of 
invoices, shipping orders, or any 
other papers that might contain 
special data.” Most companies, 
naturally, say many good things 
about their blockout systems, but 
none would guarantee it would 
work. 

What generally happens is that 
although a= skilled duplicating 
operator does a fair job, it is not 
too difficult to read the figures 
supposedly made illegible from the 
reverse side. 

Many blockout patterns confuse 
copy by surrounding it with 
Chinese markings and other de- 
signs. Little has been done in the 
way of completely mixing the 
special data with the inks used 
to block it out. Too often success 
in blocking out copy has depended 
on the skill and alertness of the 
duplicating operator to produce 
copies that cannot be read. The 
average operator more than likely 
turns out many papers that can 
be deciphered with little effort. 

After searching for a guaranteed 
blockout from manufacturers of 
office supplies, Mr. Marquardt 
came up with an idea of his own. 
Since he knew little about inks, 
he talked to Stuart Morrey, sales- 
man for Reynolds & Reynolds 
Company. The two worked _to- 
gether for many months, and 
Mr. Morrey eventually emerged 
with a new type of ink having a 
water- and alcohol-soluble base. 

Areas to be blocked out on 
liquid-process duplicating forms 
are impregnated with this special 
ink. When the duplicator liquid 


comes in contact with these areas, 
and contact is made with the 
master copy, figures in these areas 
are undecipherable because they 
mix with this soluble ink. 

The patented blockout system 
also works satisfactorily with ordi- 
nary printing processes, but is not 
applicable to a duplicating system 
using moistened gelatin pads. 

About a _ million blocked-out 
copies including billing forms, such 
as shipping orders and invoices, 
have been used since Bell & Gossett 
began using the new system origi- 
nated by Marquardt and Morrey. 

An unusual advertising angle, 
employed by Mr. Marquardt, was 
the firm’s name shown millions of 
times in this blockout pattern. He 
thought some message might as 
well be incorporated in the block- 
out design, rather than a meaning- 
less pattern or no pattern at all. 
This had the immediate support 
of the advertising department. In 
addition to the company’s name, 
the blockout pattern names the 
many pumps, valves, water heat- 
ers, and other items that the 
company manufactures. 





Sign Attracts 
Visitors 


ONSTRUCTION work at the 


new Parker Pen Company 
plant at Janesville, Wis., is draw- 
ing an amazing number of side- 
walk superintendents. 

Reason for the attraction is an 
8- by 35-foot sign that shows an 
artist’s sketch of the proposed 
plant with a progress report on 
construction. The message, in lumi- 
nous tape, is changed periodically 
to keep abreast of the building 
activities. 

A smaller sign nearby urges 
motorists to drive onto an elevated 
plot of ground overlooking con- 
struction. Here visitors enjoy their 
role as “sidewalk superintendents 
on wheels.”” They are also encour- 
aged to submit suggestions to 
Parker on post cards provided for 
this purpose. 
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One operator does the work of 
two. One keyboard operates both 
machines because the card punch- 
ing is synchronized with the 
accounting machine keyboard. 


a 


re money-saving jobs at 


= 


low cost... 


with Remington Rand Synchro- Matic 


One! Top efficiency in handling your payables 
accounting: 

* All voucher copies and purchase journal posted 
in one simple, high-speed operation with auto- 
matic proof for each entry 

* Vouchers posted and checks written as needed 
* Work always up to date, enabling you to take 
maximum discounts 

Two! Fast, accurate summarized facts to help 
you CONTROL your expenditures 

* Electrically synchronized punch automatically 
prepares a detailed punched-card record of each 
transaction as operator posts to vouchers 

* Cards thus produced can be tabulated for any 


distributions or analyses your business requires. 


November 1951 


If you already own or rent Remington Rand 
Punched-Card Machines, Synchro-Matic will 
help you get even greater output from them. Or, 
you may contract the tabulating end of the job 
to Remington Rand Business Services—for con- 
venient, economical preparation of reports and 


statistics. Phone or write us for full details 


Free — Interesting new folder 
(No. AB-548 ) 
chro-Matic savings on Accounts 
Payable. Ask also about Synchro 
Matic for Billing, Sales Statis- 
tics, Budget Records and Payroll 


describing Syn 


Phone our local office or write to 
Management Controls Referenc 
Library, Rm. 1461, 315 Fourth 
Ave., New York 10 














Bus Driver to President 


Continued from page 19) 


Although the trailer industry 
is little more than 20 years old, 
Mid-States Corporation is even 
younger. The company was begun 
about 10 years ago, but during 
that time it has become known 
as the “Octopus” of the industry. 
Bill MacDonald has bought five 
trailer manufacturing companies 
within the last few years, his 
latest acquisition being the Kozy 
Coach Company, Kalamazoo, Mich. 

When he bought Kozy Coach 
last summer, President MacDonald 
telephoned Sales Manager Robert 
Sedlak and announced, ‘I've loused 
up your picture.” 

What had happened was that 
Mr. Sedlak had finished a photo- 
graphic montage only a month 
before that included pictures of 
the four plants, and he had pleaded 
with the president to forget about 
any more new plants for a while. 
Thus, when Mr. MacDonald bought 
Kozy Coach, he merely had to 
mention the picture, and every- 
body at Mid-States knew the 
“Octopus” had struck again. 

Even though Mr. MacDonald and 
Mid-States are relatively new in 
the trailer business, it is a safe 
bet that both are known to every 
dealer in the industry, as well as 
to every trailer manufacturer. 
President MacDonald is a promo- 
tion-minded individual, and he has 
said, “You can’t sell to every- 
body, but you can be everybody's 
friend.” Therefore, when Mid- 
States has any kind of celebration, 
all trailer dealers are invited no 
matter what brand they handle. 
Even Mid-States’ competitors get 
invitations. In fact, the only 
requirement for admission to any 
of the company’s big gatherings 
is that guests must be connected 
with the trailer industry. 

At one special open house at 
the Bourbon, Ind., plant, Mr. Mac- 
Donald chartered a train and 
called it the ‘‘Mid-States Special.” 
About 200 dealers boarded the 
train in Chicago, had lunch on the 
way to Bourbon, and climbed off 
the train right beside the plant. 
There to meet them was the high- 
school band. After the visit, the 
dealers got back on the train, had 
drinks and dinner at Mid-States’ 
expense, and got off at Union 
Station. 

Another time when Mid-States 
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had its own trailer show at a 
Chicago hotel, a farm motif was 
used, with this sign in evidence, 
“Old MacDonald's Farm.” Mid- 
States employees were dressed as 
farmers, and a hired troupe was 
on hand to teach square dancing. 
About 850 dealers were at the 
barn dance, and Mr. MacDonald 
considered that a good turnout, 
particularly since his own dealers 
number 400. 

Entertaining the extra 450 deal- 
ers who handle other trailers was 
good business, as far as Mr. Mac- 
Donald is concerned. He said that 
those dealers may never buy from 
him, but at least they will be his 
friends and will have no reason 
to “rap” his product. 

Another Mid-States party held 
in Chicago drew 900 people. Given 
a casino atmosphere, the party 
featured various gambling devices: 
so every person who entered the 
ballroom was given $50,000 in 
Mid-States play money. There were 
prizes, a dinner, music, and a 
constant change of scenery ar- 
ranged by projecting different pic- 
tures on the walls. There were 
pictures of Mid-States trailers, of 
course, as well as an unobtrusive 
“pitch” about these trailers. 

A celebration in Washington, 
D. C., at 10 o’clock in the morning 
featured Slingin’ Sammy Baugh, 
professional football player. He ex- 
tolled the advantages of teamwork, 
whether in the trailer business or 
on the football field. At the end 
of his talk, the Mid-States ‘first 
team” was asked to stand, and the 
leading 11 dealers jumped to their 
feet. Sammy Baugh then tossed a 
white football with his autograph 
to each dealer, and each man was 
hit squarely in the stomach. One 
football was tossed across the big 
ballroom, but it too hit the target. 

Mr. MacDonald said that to this 
day dealers ask him if they can 
get a white football. When he or 
his salesmen run into dealers who 
do not handle Mid-States trailers, 
the dealers almost invariably say, 
“Oh yes, I met you when Sammy 
Baugh spoke at the meeting in 
Washington,” or “I met you at the 
farm party in Chicago.” 

While Mid-States has made 
many friends through its own 
gatherings, it never misses a 
chance to get a novel twist out 


of what might be a run-of-the-mill 
exhibit. kor example, at the Na- 
tional Trailer Coach show in Chi- 
cago a few years back, Mid-States 
had on display a $27,500 trailer 
that had been built for the late 
Emir Abdullah, King of Trans- 
Jordan. The 38-foot trailer was 
outfitted with such luxuries as a 
Plexi-glass shower stall, television, 
electric dishwasher, air condition- 
ing, and a leopard skin chair. 

Mr. MacDonald put up a sign 
at the entrance of the trailer 
which read in part custom 
requires that shoes be removed 
before entering a house of worship 
or royal residence.” Some 40,000 
visitors obediently—though often 
with an embarrassed look around 

slipped out of their shoes and 
donned paper slippers before tip- 
toeing through the big trailer. 
Dealers and visitors to the show 
talked for days about the “trailer 
where you had to take off your 
shoes.” 

These promotional talents, com- 
bined with several others, have 
enabled Bill MacDonald to build 
his trailer manufacturing business 
to five plants—three in the Mid- 
west and two in California. From 
January to September this year, 
the company produced almost 
4,000 trailers, and sales for the 
entire year are expected to run 
to $15 million. 

The climb has not been as easy 
as it might sound, however, for 
several obstacles blocked the path 
from time to time. For one thing, 
the first plant Bill MacDonald 
bought (the Elear factory at 
Bourbon) was destroyed by fire a 
month after he acquired it. At 
another time, he bought a trailer 
factory at Cassopolis, Mich., and 
just when it was operating on a 
profitable basis, it too went up in 
smoke. 

The company moved _ ahead 
rapidly in spite of the losses, and 
today Mid-States has plants at 
Bourbon, Ind.; Union City and 
Kalamazoo, Mich.; and Monrovia 
and Paramount, Calif. 

Mr. MacDonald’s early partner 
in his trailer enterprises is still 
with him, but not in as active a 
capacity as before. His wife is 
still a vice president in the or- 
ganization, but she limits her work 
largely to attending meetings and 
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ooo WHEN SHE USES 
THE DUPLICATOR! 











One typist can literally do the 
work, not of five, but of ten if she 
uses the office duplicator to turn 
out multiple copies of important 
conference reports, sales letters, 
bulletins, price lists...and when 
she uses Hammermill Duplicator 
paper, only one typing, only one 
checking is necessary. Every copy 
will be clear, easy to read. 

Hammermill Duplicator works 
equally well on either spirit or 
gelatin machines. For variety in 
attention value, it comes in white 
plus five distinctive colors with 
envelopes to match 


Send the coupon now for 
an up-to-date sample book 
of Hammermill Duplicator 
and the helpful idea-book / 


“Duplicator Facts.“ 


Hammermill Paper Company, 
1467 East Lake Road, Erie 6, Pennsylvania 


Flease send me —- FREE — the sample book of Hammer 
Duplicator and the idea-book, ‘‘Duplicator Facts.’ 


HAMMERMILL 
DUPLICATOR 


RIT AND GELATIN MACHINES 


FOR SPI 


AB 
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TO THE BUYER OF LETTERHEADS 


If you will mail us a copy of your present letterhead, we will 
send you: 


7. A firm quotation on your next supply of letterheads. 


2 A portfolio of samples from our “Library of Famous 
* Letterheads”. 
3 "Before-and-After” examples of modern letterhead 
* design. 
There is no charge for this material and no obligation. 


PEERLESS LITHOGRAPHING COMPANY 
4303 Diversey Ave. Dept. 311 Chicago 39, Ill. 


| WAS GOING TO TELL BILL HE HAD LOST THE ORDER 


When I walked into Bill's office to return his designs, I had just about 
decided to give the business to his competitor. While we talked I did 
some looking around. Pretty soon we were shaking hands on the 
contract... and I felt I'd been smart to give the job to his company. 

Afterwards, I asked myself: what sold me? 

The facts and figures were right of course—but the competition's 
quotations were right too. I believe what really clinched the deal was 
the atmosphere of Bill's office—the air of competence and efficiency. 
It looked well organized—like a place where a job would be done well. 

“Y and E” equipment is both attractive and efficient. It helps you 
sell yourself... get the order . . . and get things done. 

“Y and E” offices are designed for success. 





Also Makers of Quality Filing Systems and Supplies 


—— Lt | a [Ls | bara mtd ees 


LEAGING OFFICES 
YAWMAN > FRBE MFG.(O. we 


1020 JAY STREET + ROCHESTER 3, N.Y., U.S.A. 





helping her husband entertain 
people prominent in the industry. 

Mrs. MacDonald formerly took 
care of the payroll and supervised 
other office operations, but it was 
not unusual for her to climb in a 
huge truck and haul trailers to 
dealers. That was back in the days 
when Mid-States was a trailer 
transport company and had not yet 
gone into manufacturing. 

When Bill MacDonald started 
Mid-States in 1941, his job was 
that of repairing trailers for the 
Government at the many trailer 
parks throughout the country. 
Then he began buying up big lots 
of trailers from manufacturers and 
selling them to dealers. He started 
his own financing company to 
break the biggest bottleneck in 
the industry. 

When he began to have trouble 
buying enough trailers to distribute 
to dealers, Mr. MacDonald decided 
to manufacture some _ himself. 
Thus, in 1944, he bought the Elcar 
factory at Bourbon, and started 
the chain of events that soon gave 
his company the nickname of 
“Octopus.” 

Before he first became interested 
in trailers, Mr. MacDonald oper- 
ated a bus company between 
Chicago and New York. He said 
that he had the first scheduled, 
nonstop bus line between the two 
cities. After a mediocre success 
with busses, he transferred to 
trailers. 

Before starting his trailer busi- 
ness in 1941, however, Mr. Mac- 
Donald worked as sales promotion 
manager for a bus line, and at one 
time operated motor coach ticket 
agencies in Illinois, New York, and 
Florida. 

The men who run Mid-States 
could hardly be called old. Bill 
MacDonald is 42 and a member 
of the Young Presidents Organiza- 
tion, as well as the Exalted Ruler 
of Elks in Chicago. His staff is 
also young, the sales manager 
being 33, director of purchases 33, 
and most of the other group in 
their 30's. 

With his company spread out 
over the West and Midwest, Bill 
MacDonald covers a great deal of 
ground himself. He also has half 
a dozen regional managers. His 
best salesman was once an in- 
spector in one of the factories. 

Mid-States Corporation is now 
said to be the largest trailer manu- 
facturing company in the country, 
but Bill MacDonald’s associates 
would not be surprised if he turned 
up any day with a new plant, to 
“louse' up the picture again.” 
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/s there costly waste tn your 


Parts and Assembly Order system? 


Do you know how many separate writings Th K li ti 
you require to control the manufacture of ese revea ing ques ions 
parts and to requisition parts for assembly? h | fj 
‘ may help save your firm 
Have you investigated recently to see if any 
writings are being made which can be th d f doll 
eliminated? ousands 0 ars! 
Do you type a new operation routng when 


ever you issue an order for the manufacture 
of a part? 


Do you rewrite the operation descriptions, time 
allowances, piece rates, tool information, etc. 
individually for each order? 

Are labor tuckets, move tickets, etc. written 
individually for each order? 

Are any of your job records such as labor 
tickets, requisitions, receipts, etc. written in 


the shop by foremen or production employees? No 

Do you copy lists of parts from bill of material 

to assembly order and control records? No 

Are material requisitions and identification ® 
tags, used for the withdrawal of parts and 


their delivery to the assembly floor, written 


individually? No! | DITTO, Incorporated 
721 S. Oakley Bivd., Chicago 12, Ill. 





1 
2 
3 
4 
5 
6 
7 
8 


YOUR ANSWER HERE MAY BE THE MOST IMPORTANT 


Would you like us to send you folders which 
oe illustrate how you can eliminate all rewriting in 
preparation of parts and assembly orders, reduce clerical 
costs, speed movement of parts and materials to assembly 


PRODUCTION i floor and eliminate waste in withdrawal of parts and 


PURCHASING ee Te) 
PAYROLL If your answer is “Yes” fill in and mail to: 


Ditto, Inc., 721 S$. Oakley Bivd., Chicago 12, Ill. 
ORDER-BILLING ‘ 
Name 
Firm Title 
Address 


City — ‘ State. 
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THE CHART You CAN CHANGE 


Without Costly Re-Drafting! 


Die-Cut Plastic letters are used for Com- 


pany name headings. Each 


letter has 


flanges which fit securely into the grooves 
of the background, which is available in 
Maroon, Dark Green, Black or White 


A PARTIAL LIST OF 
PROMINENT USERS 
United States Army 
United States Navy 
International Harvester Co. 
General Motors Corporation 
New York Life Insurance Co. 
Standard Oil Company 
(Indiana) 


Transparent Plastic windows (avail- 
able in many sizes) hold typewritten 
or hand-lettered cards. Movable 
Plastic strips form the rules. Any 
card may be changed or entire sec- 
tions re-arranged quickly and easily 


“The 
EVERLASTING 
Interchangeable 

ORGANIZATION 
CHART 


© Sizes to Fit Any Organization Structure 

© Sharp Prints Are Made Directly from the Chart 

© A Typewriter and Ordinary Paper Are All You Need 
© Relieves Busy Draftsmen of This Costly Work 

© Invaluable as a Visual Training Aid 


Send for 4-page folder illustrating typical organiza- 
tion structures and list of other prominent users. 
Write Dept. 11-A today! Or phone MIchigan 2-6334. 


1731 N. Wells St. 


MANAGEMENT CONTROL CHARTS CO. chicago ia, 111 


“ts amazing 
how they turn out 
payroll work!" 


Our Payroll Dept. used to work hours 
and hours each week on records . . 
Cost us a lot in overtime, and we had 


so many headaches! 


Now the Recording and Statistical 
Corp. turns out our payroll records on 
their high-speed automatic tabulating 


machines. 


It's amazing how fast this repetitious 
work is done electrically. Our office 


force couldn't possibly compete. Further 
more, we now save thousands of dollars 


each year!” 


Send for FREE brochure now! 


See how we can turn out your compli 
cated poyroll registers and other payroll 
data exactly as you want them. (Other 
tabulation services: sales, orders, prices, 
costs, inventories, vouchers.) Why not 


get in touch with us now? 


RECORDING & STATISTICAL CORP. 


CHICAGO - BOSTON - DETROIT - MONTREAL - TORONTO 
100 Sixth Avenue, New York 13, N.Y. 


Placing 1,500 
Men a Day! 


(Continued from page 26) 


to PAMI—Personnel Accounting 
Machine Installation—where all 
the data are punched onto cards. 
Those records come to Commande! 
Dickes daily. On the last day of 
every month, all the punched cards 
go into a machine for a monthly 
report. With some 160 reports 
from different vessels, training 
schools, and so forth, there is 
plenty of paperwork. 

Then why keep the board in ad- 
dition? “Because we get orders 
like a recent one to pull out 390 
men at once for transfer. Without 
the board, a job like that involves 
a week or more of shuffling and 
comparing papers. By that time, 
changes may occur so that we 
have to go through the whole 
batch again. With the board, we 
can’t tell a man’s name or rating, 
but it’s obvious at a_ glance 
whether he can be spared.” 

What particular man in a group 
shall be transferred is left to the 
discretion of his officers. Where a 
ship has four men in the same 
category, Commander Dickes may 
commandeer two—and he makes 
clear this is no opportunity to 
“transfer bums.”’ Under Navy 
policy, the officer in charge is ex- 
pected to train a man or to “kick 
him out himself,” and not con- 
sider transferring as the solution. 

The one exception is when per- 
sonal animosities handicap the 
teamwork of two capable but 
clashing personalities. Commander 
Dickes may receive an evaluation 
from their executive officer, and, 
when he has a call for someone 
with that rating to go to another 
outfit, may take one of them out. 

Men whose knowledge increases 
their value far beyond that re- 
quired for performance of thei: 
normal duties are identified on the 
board by their own colored pegs, 
so that they will not be sent out 
erratically. 

Because a naval vessel is essen- 
tially a fighting unit, that must be 
self-sufficient for weeks or even 
months at sea, specialized techni- 
cians are less common than in in- 
dustry. The bookish scientist may 
develop formulas worth thousands 
of dollars for hig company while 
employed in a research laboratory. 
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Now! The OZAMATIC — 2 Desk-Top Machine that 


MAKES DIRECT COPIE 
AT NEW LOW COST! 


No gelatins, inks or special masters. No typing, no writing. 











Makes a single copy in seconds—up to a thousand copies an hour. 


Here is the low-cost, high-quality, high-speed method 
for reproducing anything drawn, typed, printed or 
written—available at last to any business of any size— 
the world’s most versatile copying process 


Ozalid’s new Ozamatic produces clear, exact copies 
in any width up to 16”, any length... in a wide choice 
of colors ...on a variety of papers, cloths or foils. 


It delivers a first copy in seconds, clean, dry and 
instantly ready to use... up to 1,000 letter-size copies 
an hour... at about 11/2¢ per copy. 


ANYONE CAN OPERATE IT — Anybody can learn 
to operate the Ozamatic in five minutes. Handsomely 
streamlined, silent, compact. Absolutely clean in op- 
eration. Fits on a small desk, as shown here 


1. Feed in = _ me One speedy, - Be Clean, dry 


originals cn noiseless ere pies, 
No retyping me hes revolution No oes 
_ — ley |I"3 No negatives j No poor carbons 
Nom in a No messy inks - | No smudge 
oma’ ady . rs or chemicals No distortion 
No darkroom No waiting 





Reproduces from any translucent original. Operation fully enclosed in compact Assures absolute accuracy, complete 
For more opaque materials, a fast, inex- machine that takes little space. Fits clarity, in every copy from one to 


pensive intermediary process is required. on top of desk. thousands 


Ozamatic Saves Money . . . Eliminates double its cost, in waste time alone, in a single year. 


FOR DETAILS HOW OZAMATIC can help boost your produc- 
tion . . . cut paperwork costs . . . send for Ozalid’s FREE illus- 
trated literature. Learn how easily Ozalid fits into your account- 
ing, purchasing, shipping, order handling and receiving systems. 
In any business, any department! 


Cut Copying Costs...Use 


OZALID 


Johnson City, N. Y. A Division of General Aniline & Film Corp. 
“From Research to Reality” 
Oxzalid in Canada — Hughes Owens Co. Ltd., Montreal 
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Learn How Others 
Handle INACTIVE 
| Records 


—and 

AVOID 

Costly 
Mistakes! 


THIS 24 PAGE MANUAL TELLS 


you how to organize the control of in- 
active records, who should decide 
whether to retain or destroy, what 
methods of transfer are best, how to 
index material, where to store, how long 
records should be kept. It contains a 
chart of storage practices, based on a 
survey of thousands of businesses. 
Attach this advertisement 
to your letterhead for your 
copy of the "‘Manual of 
Record Storage Practice” 
and mailto — 


BANKERS BOX COMPANY 
720 South Dearborn Street, Chicago 5, Illinois 





we SHRED ALL 


WASTE PAPER SHREDDER 


magazines, 


Quickly shreds newspapers, 
waste paper, tissue, cellophane, corru- 
gated cartons, wax paper, etc., into uniform 
resilient strands ideal for packing pur- 
poses. Especially adapted to shredding 
confidential records, blueprints, etc., per- 
mitting the return of this high-grade paper 
to the paper mills, for re-use. 
Compact, economical, safe. All revolving parts 
able. Shreds 14” to 
us and trouble-free 


are covered. Instantly adju 
%”. Designed for conti 


service 


FREE TRIAL 
Operate a SHRED ALL 30 days. if 
not satisfied—return—owe nothing. 





SAGINAW, MICHIGAN 


56 


The Navy, requiring physique and 
general health as well as brains, 
would prefer a man who was more 
well rounded and versatile. 

Because morale is such an im- 
portant phase of personnel work, 
Commander Dickes maintains an 
ever open door. Men are welcome 
to “cry on his shoulder,” and often 
he can help them solve their dif- 
ficulties by advising what pro- 
cedure to foilow. He may have to 
judge whether a sailor’s chronic 
seasickness is real. ‘“‘Occasionally a 
case does rate shore transfer. 
But,’ he adds cynically, ‘‘anybody 
can get seasick if he wants to!”’ 

One lad whose seasick dodge 
failed to work, arranged his own 
transfer by changing orders. Of 
course he was caught, for all rec- 
ords are double checked back. 
Daily reports of gains and losses in 
crews from the ships are entered 
in the PAMI report and on the 
board. 

“Catching offenders is only in- 
cidental,’’ says Commander Dickes. 
“We're here to help, not to trip 
anyone up. Therein lies another 
big advantage of our board. Every 
saving in routine work leaves more 


time to handle the special cases.” 

The board has been in use only 
1 year, but Captain L. N. Miller, 
acting Commander of CruDesPac 
forces, has been boosting it, and al- 
ready several other Navy installa- 
tions have followed this one as a 
model. 

“This installation cost about 
$5,000,”" says Commander Dickes, 
“and in the past year I figure it 
has saved more than that amount 
by minimizing transit time—both 
the administrative time it takes to 
send out orders and the men’s 
waiting. That ignores the morale 
factor. A sailor waiting around to 
learn where he'll be sent soon gets 
disgusted. With the board, we 
learn in the morning how many 
we have to assign and they go on 
ship the same day.” 

With enlistments frozen, 
through retirement has not been a 
problem, but Commander Dickes 
is now introducing changes that 
will enable him to plan 6 months 
ahead. Pegs will be shifted so that 
men due to go during the next 3 
months will show as _ shortages. 
Those leaving within 4 to 6 months 
will show in a new color. 


loss 





THIS ROCK 


TULIP CR 


iS THE 


EEK SAND 


PART OF THE SIMPSON FORMATION 
ALSO CALLED THE LoweR 


BROMIDE 


SAND 


AGE ORDOVICIAN 
PRODUCES Oil /N 
MANY OKLAHOMA FIELDS. 


LIONS CLUB « ARDMORE 


Capsule lessons in geology, via highway signs erected at strategic points 


UNIVERSAL SHREDDER COMPANY near Ardmore, Oklahoma, tell travelers brief facts about oil-producing rocks 
and sands which lie to either side of the road over which their cars travel 
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“Frankly, I don’t know 
what he sees in her!” 


Nor do we. Of course, if the young lady were a business 

machine and the interne a business man, we'd understand 

his rapture. He’d be admiring one of the most 

ingenious yet dependable examples of internal engineering ever 
developed—the mechanical core of Monroe's 

famous accuracy, speed, and economy. 

Then. too. with Monroes there’s so much more to look at. 
Monroe, remember, makes a model to meet every figure need. 
Now that you know the real “inside story” 


call your Monroe man today. 


Whatever your figuring job is 
Monroe makes the model to do it 


Monroe CALCULATING Machine 


MONRO-MATIC The latest for fost, fully 
evtomatic, economical figuring. Compact, 
portable, with famous "Velvet Touch’ * ease 


of operation. Long, dependable service 


Monroe ADDING Machine 


EVERY business needs this efficient grand 
total model. Adds and subtracts directly 
in two registers. Accumulotes, stores totals 
Soves time, steps up figure production 


Monroe ACCOUNTING Machine 


COMPACT spoce-saving bookkeeper that 
handles several kinds of jobs. Outstand- 
ing value. Does same work as machines 
costing much more. Smooth, effortless. 
nerve-saving ‘Velvet Touch"* operation 


* VELVET TOUCH “originated in 1935 to de 


scribe Monroe's matchless ease of operation 


Every Monroe is sold only through 
Monroe-owned branches; serviced by 
Monroe's factory-trained organization 


M O N RO E MACHINES FOR BUSINESS 


Monroe Calculating Machine Company, Inc., General Offices, Orange, N. J 
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LETTERHEADS + LABELS - ENVELOPES - 


BULLETINS - 
OFFICE FORMS - 
ADVERTISING 
FOLDERS - 
PRICE 


POST CARDS - 
ANNOUNCEMENTS 


ASK FOR A 
DEMONSTRATION 


PRINT 


THEM ALL ON A 


Davidson Dual 


We'll gladly arrange for you to see a David- 
son in operation. Write today. No obligation. 


DAVIDSON CORPORATION 


A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 
1028-60 W. Adams Street, Chicago 7, Illinois 








When Posted on 
a MULTIPLEX . 
- - Records are 
RIGHT AT YOUR 
FINGER TIPS 

- - for Ready 


Reference 


MULTIPLEX 


into your business 


MULTIPLEX DISPLAY FIXTURE COMPANY 


916-926 N. TENTH STREET 


Please send me catalog on Multiplex Visual Reference Systems 


Name 


Address 


VISUAL 
REFERENCE 
SYSTEM 


Multiplex Reference Systems have become a 
modern business offices, show rooms and sales depart- 
ments to keep current information—charts, graphs, photc- 
graphs, maps, drawings, printed matter, schedules, control § 
sheets, blueprints, advertising and other materials always 
ready for immediate inspection. A Multiplex can put efficiency 
Mail coupon for complete catalog 


Above is illustrated 
@ popular Floor 
Multiplex with self 
supportable base 
and ten swinging 
panels 24” wide by 
36” high 
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Cut Employee 
Discontent 


CCORDING to the findings of 

a report recently completed 
by the research division of the 
Dartnell Management Services, job 
evaluation, which gained great 
impetus during World War II, has 
continued to be an important tool 
in the administration of wages and 
salaries during this period of 
controls. 

Because of unsettled conditions 
today, as in World War II, wage 
rates have a tendency to get out 
of balance for several reasons. For 
instance, it is not uncommon for 
new, untrained employees to take 
home more in wages than those 
who have had several years’ ex- 
perience. Also, breaking down jobs 
into simpler operations, as many 
companies are doing today, re- 
duces the amount of skill required 
on individual jobs and thus the 
wage rate gets out of line. Too, 
workers are likely to be paid on 
the basis of their skill rather than 
on the amount of skill the job 
requires and, consequently, may be 
overpaid for the work being done. 

To meet such exigencies, man- 
agement, according to this report, 
has found a good evaluation pro- 
gram will prove its worth many 
times over. For one thing, it pre- 
vents employee discontent when 
wage levels get out of line, since 
job evaluation leads to more equi- 
table compensation. 

Companies contributing to this 
report found that job evaluation 
(properly installed and adminis- 
tered, of course) had accomplished 
many things. 

“Job Evaluation Methods and 
Practices,” based on results se- 
cured through the cooperation of 
some 300 companies, includes a 
carefully selected bibliography. 

Main sections of the report ex- 
plain simply and clearly what job 
evaluation can and cannot do 
what it has accomplished for 
various types of companies. It de- 
scribes types of plans in effect 
today, and tells the part the union 
should play in setting up the 
program. The preparation of the 
job manual is explained; the use 
of management consultant firms; 
the place of the supervisory group 
in job evaluation; and procedures 
for developing a merit-rating plan 
after the job-evaluation program 
has been established. 
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lage ond DUIS TRL HELATIOIS 


There will be no manpower shortage in industry, despite heavy military calls, if the country 


employs everyone able to work. ‘The day is long past when industry can deny opportunity 


to any person because of his race, color, creed, sex, or national origin . . . We fail as 


leaders if we do not see that each man's ability is fully used.''—William G. Caples, 


president, Inland Steel Container Co., at a Foreman's Association convention in Chicago 





This photo appeared in the employee magazine, Amaizo Corn Ear, to show 
workers what the process of being fingerprinted for National Defense would be 


New Company Program Safeguards Plant and Workers 


Like many another company which 
is today alert to the seriousness of 
the international situation and the 
possibility of actual war, American 
Maize-Products Company has care- 
fully worked out a program to safe- 
guard plant and workers, not only 
from direct attack, but from the 
operation of fifth columnists and 
other undercover enemies of the na- 
tion. In adopting the program, Ameri- 
can Maize-Products pointed out to 
employees that while the world situa- 
tion in respect to this country is 
serious rather than critical, industry 
must be ready to put emergency 
measures into effect 

Included in the program are identi- 
fication passes with fingerprints and 
photographs, one entrance through 
which everyone must enter and leave 
the plant, chest X-rays and blood 
typing, a fenced-in parking area ir 
which all cars must be parked, and 
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a newly designed pay check form 

Fingerprinting and photographing 
of employees began late in June. Ad 
vance notices were posted on bulleti: 
boards of the dates when the finger 
print detail would arrive in various 
departments. Fingerprints and photo- 
graphs were made not only for em 
ployee’s identification card, but for 
industrial relations department files 

The chest X-rays and blood typing 
which are voluntary on the part of 
the employee, are given at compan 
expense. The blood type is indi 
on the face of the employee's i 
cation card, so that in 
he can be given a transfu 
out delay. 

The whole plan was 
to the employee in the 
magazine before it was completely 
set up. Photographs of the procedures 
involved were used to.point up the 
unusually informative article 


ain eme 


. xplained 


employee 


Employees Choose Colors 
For Office and Plant 


J. R. Clarke, director of employee 
relations, South Wind Division of the 
Stewart-Warner Corporation,  In- 
dianapolis, does not believe it neces- 
sary to inaugurate new personnel 
programs in order to improve or 
maintain employee morale. Oppor- 
tunities exist to create in the em- 
ployee a favorable attitude toward 
the company and his job. “The simple 
ingredients include,” according to 
Mr. Clarke, “an employee, a desire 
to build a favorable attitude, and a 
contact.” 

A good example of how these fun- 
damentals can be applied is shown in 
a recent industrial plant-painting pro- 
gram. South Wind management de- 
cided to let employees review the 
color plans for painting factory and 
offices before the work was begun 
After some deliberation, two color 
schemes were chosen and scale-size 
mock-ups of a typical factory area 
were painted. They were then placed 
in the company cafeteria with slips of 
paper available for all employees to 
indicate their choice. The _ color 
scheme chosen—-green with yellow 
trim—appealed to employees because 
it “picked up the spirits’—something 
that might not have been considered 
by management 


An employee considers the color 


schemes used in a typical mock-up 


oY 





Skit Dramatizes Importance of Eye Protection 


Twenty-five New York Central 
people recently got a dramatic an- 
swer to the question, “What's it like 
when your sight is gone?” They took 
part in a little drama to point up the 
importance of eye protection devices, 
especially safety goggles. 

The 25 men taking part in the skit 
were department heads, staff officers 





NOISE CONTROL 
OF BUSINESS MACHINES 


WITH ACOUSTORS 


Acoustors silence noise on any type 
business machine. Provide comfort- 
able, quiet atmosphere. Improve 
hearing conditions. Make conversa- 
tion easier. Prevent unnecessary 
distractions. Eliminate nervous ten- 
sion. Help reduce fatigue. 


Acoustors equipped with cool, shad- 
ow-free, fluorescent lights. Shipped 
ready for use. . .no change in your 
present office arrangement 


Prompt attention to your inquiry. 
Prompt delivery 
Wire, phone or write 


THE ACOUSTOR COMPANY 


YOUNGSTOWN 2, OHIO 











Do Your Employees Read 
The Wrong Literature? 


Employee relations executives agree much of 
the literature employees read distorts their 
thinking about business. And literature distrib- 
uted by the payroll enclosure method is often 
labeled “propoganda.” 

A Solution to the Problem—To meet the prob- 
lem, N.R.B. is establishing Information Rack 
Centers in plants and commercial establishments 

across the country. Through 
this method employees select 
literature on a voluntary basis 
Positive thinking is developed 

The free booklet, How to 
Strengthen Employee Relations 
With Information Rack Centers, 
explains how you may profit 
from this successful program 
Send for it today. 


THE NATIONAL RESEARCH BUREAU, INC. 
421 N. Dearborn Street Chicago 10, IIlinois 
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and others concerned with safety 
throughout New York Central’s sys- 
tem. E. F. Chittenden of Unitcast 
Corporation, one of the originators of 
the skit, conducted the demonstra- 
tion. Once sightless, but since re- 
covered, Mr. Chittenden made a life 
work of safety education. 

Each participant was provided with 
a cigarette, a book of matches, a 
toothbrush, a can of tooth powder, 
two shoelaces (round for black shoes, 
flat for brown), two swatches of cloth 


(to represent different suits), and a 
page printed in Braille. 

All 25 sat in a darkened room 
around a table, and each wore a 
mask. They found it wasn’t easy to 
light a cigarette, pour tooth powder 
on a brush, tell one suit of clothes 
from another, or distinguish black 
shoes from brown when one could not 
see what he was doing. There was 
considerable fumbling and _ spilling 
and some burned fingers before the 
experiment ended. There was 
complete agreement that man loses 
his most precious possession when he 
loses his sight 


also 


A realistic skit demonstrates to these New York Central employees that man 
really does lose his most precious possession when he loses his eyesight 


Plan Prepares Personnel 
To Handle Training 


A new program to providé manage- 
ments with a pool of trained person- 
nel to handle on-the-job training for 
new employees began early in Sep- 
tember on the campus of the Los 
Angeles City and State Colleges. The 
training program is being presented 
by the Southern California Industrial 
Safety Society, the Personnel and 
Industrial Relations Assqciation, So- 
ciety for Advancement of Manage- 
ment, Training Association of South- 
ern California, and the Merchants 
and Manufacturers Association 

The plan covered 40 hours of in- 
struction and courses on the Essen- 
Teaching, Analyzing Train- 
Planning, and Ad- 
Programs 


tials of 
ing Needs and 
ministration of Training 
The Trainers’ Institute 
ceived to fill the need for some form 
job- 
plant 


Was con- 


of centralized instruction on 
training programs by present 
personnel. Good job training reduces 
employee 
senteeism, and increases workers in- 


costly turnover and ab- 


terest in the job, according to Bryant 


Essick, president of Merchants and 
Manufacturers Association 

The student body, which met daily 
from September 10 to September 21 
included some 130 representatives of 
Southern California business and in- 
dustry. The entire group was broken 
down into small study groups, each 
meeting in a classroom with one of 
27 top management executives from 
this area who presented details. The 
success of the Trainers’ Institute has 
insured a 
in the early part of 1952 


repetition of the courses 


Diplomas go to 130 men and women 
completing special Trainers’ Institute 
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Indiana Harbor Works 
Prints 50-Year Book 


When the golden anniversary of 
the Indiana Harbor Works of the 
Inland Steel Company was celebrated 
recently, it was decided to devote the 
entire issue of the employee maga- 
zine, Inland News, to L. E. Block, the 
only remaining member of the origi- 
nal group of Inland founders. 
Mr. Block served as chairman of 
the board of directors from 1919 to 
1941, and is now serving without pay 
as chairman of the finance committee 

Following the cover of the anni- 
versary issue of Inland News, which 
carries a full-page photo of Mr. Block, 
the issue is generously illustrated 
with scenes from the years 1901- 
1951. The photos are arranged by 
decades which are given the follow- 
ing titles: Decade of Hope—1901- 
1910; World War Decade—1911-1920; 
Decade of Nonsense—1921-1930; The 
30’s—Pick Yourself Up, Dust Your- 
self Off, Start All Over Again; The 
War Years, From Hot to Cold—1941- 
1951. With photos of the times 
(events of national importance or in- 
terest) are included illustrations of 
the progress of the Indiana Harbor 
Works. The use of gold on the covers 
and a few of the inside pages provides 
the golden anniversary touch to the 
issue. 

The company planning such an is- 
sue of its employee magazine will 
find “50 Years at Indiana Harbor” 
chuck-full of ideas 


“Little Dictators” Up 
Accident Rates 


According to a survey just released 
by the University of Chicago Indus- 
trial Relations Center, foremen who 
tend to be “little dictators” increase 
the accident rate of their workers 
At a meeting of the American Psycho- 
logical Association in Chicago, 
Charles W. Nelson, research associ- 
ate at the university, reported on a 
survey which showed autocratic fore- 
men had accident rates among their 
subordinates four to five times 
greater than the average for the same 
plant. The study was based on the 
5-year accident rate of a heavy ma- 
chinery assembly plant which em- 
ployed 5,000 workers. 

According to the survey, the aver- 
age department has six accidents a 
year resulting in time lost from work 
Two departments, however, where 
the work was no more dangerous 
had between 22 and 26 accidents a 
year. When the foremen in these 
two departments were shifted else- 
where, the accident rates in their 
new departments went up; and the 
rate in their old departments dropped 
as other foremen were brought in 

The personalities and work atti- 
tudes of :the foremen were classified 
in a psychological test which ranked 
them in four categories. The fore- 
men who ranked high in autocratic 
attitudes toward their jobs were 
those who tended to have high acci- 
dent rates in their departments 


Borden Tells ‘‘Care and Feeding of Bulletin Boards’’ 


“Care and Feeding of Bulletin 
Boards” is the title of an unusual 
little booklet turned out by the 
public relations people at the Borden 
Company, New York. The purpose 
of this 16-page publication is “to 
help management of local units of 
the company improve methods of 
communicating with employees.” 

Inasmuch as Borden installations 
are spread all over the country, 
bulletin boards receive maximum use 
in getting across company policies 
and safety rules and in providing 
local information. The public rela- 
tions department provides a regular 
flow of material, such as “News 
Flashes” and “Photo Flashes” to help 
local editors maintain good com- 
munications between management 
and worker. 

The “Photo Flash” is a pictorial 
bulletin board service designed for 
company-wide use and carries a red 
imprint over a news photo and a 
brief caption. It is a large bulletin, 
measuring 11 by 14 inches. This item 
reaches editors once a month and 
includes six to seven attractive photo 
bulletins for weekly or more fre- 
quent posting. The illustrations are 
dramatic and show Borden opera- 
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tions or Borden products in use 

The “News Flash” has been de- 
vised as a companion piece to the 
“Photo Flash.” It is worded in tradi- 
tional language of news flashes and 
telegrams and carries brief stories 
about Borden news of general in- 
terest. The monthly mailing includes 
a set of seven items which may be 
changed on the board every week or 
more often. 

The use of these two features is 
explained in “Care and Feeding of 
Bulletin Boards” which also gives 
editors general instructions about 
posting local news. This is where 
the “‘Newsgrams” enter the picture 
These are messages written by the 
local editor about the company and 
fellow employees, for use on the bul- 
letin board. The booklet indicates 
that such local news items be used 
as bulletin-board material rather 
than as news in the employee publi- 
cation. As it points out, “Printing 
comes at a high price these days, and 
it is unwise to devote a fourth or 
more of a company publication to 
personals when much more vital in- 
formation should be printed for the 
sake of both the company and the 
employee.” 


OFFICE MACHINE CLATTER 


WITH 


SOOW 


a 


NOISE REDUCING PADS 


i iag-\a 


SounTrot Pads are engineered and 
constructed to offer the user the follow- 
ing advantages 
1. Permanence — through all metal con- 
struction, 
Cleanliness — baked enamel surfaces 
make for easy cleaning 
Noise Control — through the use of 
perforated metal surface, backed by 
absorbant fel 
Vibration Control — through the use 
of rated felt feet 
Control of Machine Creeping— 
through the use of Feltan base 
The application of these features grants 
the user economy of operation . . . lower 
noise level . . . lessening of fatigue .. . 
fewer errors 


If your local stationer cannot supply you 
with SounTrol Pads, write us directly. 


M 


JARDIN ASSOCIATES, INC. 


75 Maiden Lane, New York 7,N.Y 
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Last month, in its New York offices, International Business Machines displayed 66 models 


of surprisingly modern inventions by Leonardo da Vinci which were 450 years old. Cen- 
turies had to pass before the world caught up with his air conditioner, hydraulic pump, 
mechanical jack, and water turbine. These pages contain many new ideas and devices 


which will help in solving your equipment problems—if you take advantage of them 





Christmas or Promotion Gift 
Businessmen Like 


BRIGHT ideas department: Person- 
alized cigarettes—printed with 
“Merry Christmas and Happy New 
Year,” or with your own name or 
company name or message—are of- 
fered at prices only slightly higher 
than ordinary cigarettes. The tobacco 
is blended by one of the largest manu- 
facturers of private brand hotel and 
club cigarettes. Packages are printed 
in red and green and are then 
wrapped in cellophane. Westinghouse, 
ABC Oil Burners, and Sinclair Oil 
are among the companies using these 
packs for gift advertising. Minimum 
order for Your Name Cigarettes is 
10 cartons at $3.00 each plus your 
state tax. For 25 to 99 cartons price 
is $2.50 each; for 100 or more, $2.30 
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per carton. 
125 W. Hubbard 
Chicago 10, Ill. 


St., 


Dept. 


Your Name Cigarettes, 


103, 


Tabulator and Card Punch 
Produce Payroll Records 


SUMMARY cards can be obtained 
as a by-product of the regular tabu- 
lating operation combining the Rem- 
ington Rand Alphabetical Tabulator 
with Instantaneous Summary Card 
Punch. This system prepares payroll 
records and reports quickly, accu- 
rately, and inexpensively. Each sum- 
mary card represents and replaces 
a whole group of detail cards and 
becomes the basis for future pay- 
roll entries. Extra-dividend summary 
cards produce condensed reports in 
a fraction of the time necessary for 
detailed bookings, eliminating extra 
clerical help and leveling end-of-the 
month peak loads. Remington Rand 
Inc., 315 Fourth Ave., New York 10, 
M.. &. 


tn 
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Electric Carbon Feeder 
Eliminates Waste Carbon 


A BOON to tabulators is the Model 
101 Carbon-Feedmaster which con- 
trols the amount of carbon fed into 
the carriage by an electrical impulse 
set off when a line has been printed. 
Feeds roll carbon paper only one 
space at a time even though tabulator 
is set for double or triple spacing, 
and rewinds carbon paper for re-use. 
Mounted behind the carriage, the 
Carbon-Feedmaster divorces feeding 
of carbon from continuous printed 
forms. Carbon-Feedmaster Company, 
309 Henry St., Eureka, II. 
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Low-Cost Cash Register A SIMPLER, FASTER METHOD OF 


For Record Control . 


SMALL business concerns can now —_= 
maintain a complete record control 5 nvento 
of daily transactions with Remington - <> 
Rand’s new cash register. Highly - < ——. 
adaptable and sturdily constructed, tal 
Model 71-CR offers four new fea- a 
tures: Nine department, froduct, or On ro 
clerk designations; 7-colutnn listing * 
and totaling capacity; paidout and Edge-punched cards are « 
charge keys; and a simplified 10- kept with or near mer- s 
digit keyboard. Register can also be chandise. Cards are ° 
used for general figurework. Pro- re-printed and 
vided with removable steel money es ¢ 

pre-notched. 


tray designed for placement in safe . 
at night, the register has a safety 

lock on cover as well as money . 
drawer, total, and subtotal keys to i} ——~ pa.’ 


prevent tampering. Recording tape 
has fully enclosed, automatic rewind. 
Remington Rand Inc., 315 Fourth 
Ave., New York 10, N. Y. 


FOR ANY SIZE BUSINESS 


° 


DIRECT INVENTORY CONTROL 
provides 


‘ @A daily report of stock move- 
Cards from “‘issued”’ mer- ment. 


chandise are needle sorted © A daily report of low inventory 
into stock number order ome 


pen > a ™ @ A low-cost perpetual inventory 
record. 
@ Analysis of sales by salesman 
... by product. 
@ Analysis of sales by territories 
... by product. 
@ Analysis of sales by customer 
... by product. 


Management has direct, analytical 
control, can eliminate over or under 
stocking with this Hadley ‘'6-in-1”" 
Inventory Control System. It releases 

funds from idle inventory 
Uni-Sort edge-punched cards 
speed information ona daily or weekly 
Totals only are posted to basis, reduce clerical time and hand 

 « Stock Record placed on ling costs 





Executive Chair Affords 


Personalized Adjustment Multi-Record Board. Flexibility of the Hadley ‘‘6-in-1' 
Carbon creates daily Inventory Control System permits 
Stock Movement Report tailoring to your individual needs 


MODEL 17-A is one of a new line of 
six Cosco “Finger-Lift” office chairs 
recently offered by Hamilton. Featur- 
ing six personalized fit adjustments 
igang pe Renae peggy Boe Ask your accountant or mail coupon for illustrated folder ® 
between 16% inches and 20% inches. guesesssesescesssesen: 
Armchair is upholstered in Du Pont ' 
“Fabrilite,” a perforated, cloth- : Charles R. Hadley Company, Dept. 9 
backed vinyl plastic, in green, brown, _ 330 N. Los Angeles St., Los Angeles 12, Calif. 
maroon, or gray. Seat is extra large - 
and cushioned with foam rubber Please send me illustrated folder o 
latex. Revolves on lifetime-lubricated Established 1909 
Oilite bushing. Tubular steel frame is 
finished in durable baked-on enamel 
green, gray, or brown. Other 
models in the new line, all designed Manufacturers of Business Forms 
to harmonize, are secretarial; side and Systems 
chairs with, or without, arms; junior 
executive; and general office chairs. Offices in principal cities 
Hamilton Manufacturing Corp., Consult your telephone directory 
Columbus. 


Hadley ‘'G-in-1"" Inventory Control 


Charles R. Hadley Company “ 
iviy name 


Firm name 
Address - 


City Zone—__State___ 


fewer eeeeeeeseeseeececead 
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Take-It-Easy Chair for 
Busy Executives 


HARD-PRESSED management men 
will find the Realax business chair an 
aid to enjoying odd moments of 
leisure. Just lean back and Realax 
takes over, shifting your body to a 
reclining position. When refreshed, 
lean forward and chair returns to up- 
right position by spring action. Con- 
structed of dark solid walnut or light 
solid maple, chair has foam rubber 
seat and back covered in textured 
fabrics of green, red, terra cotta, or 
brown. Design Fabricators, Inc., 840 
N. Michigan Ave., Chicago 11, Il. 


Machine Stand Adjusts 
To Desired Height 


AN ELEVATOR device has been 
added to all models of the Royal 
typewriter and office machine stand 
at no extra cost. Casters and brackets 
for the elevator device are covered 
by a steel housing, as is the actuating 
rod. All models—Masonite, Lamidall, 
and steel tops—still have the former 
Royal features as standard equip- 
ment. Shipped knocked down. Maso 
Steel Products, 81 W. Van Buren St., 
Chicago 5, Ill. 
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WILTSHIRE MODERN CONFERENCE 
DESK FOR THE EXECUTIVE. ALSO 
AVAILABLE WITHOUT 9” OVERHANG 


wiltshire modern serves 
you DOUBiE! 


Buy one, get one free!—that’s the story of the Wilt- 
shire Modern Conference Desk. When you obtain 
this luxurious piece of office furniture you acquire 
a spacious executive desk and a full-sized con- 
ference table where your staff can sit in comfort. 
+ You eliminate the need for a conference room, for 


and your staff 


additional furniture. This is only one of the great 
money-saving, time-saving, space-saving features of 
Wiltshire Modern. Seethem all at your dealers today. 


Office Planning Guide to help you redesign we company 
your office for more space. Guide is complete 


with floor plan. cut-outs, helpful advice EVANSVILLE a INDIANA 


MEMBER 
CROWDED? Send ten cents for Imperial's @ Eon eral 





wsiness VIPS 


The following literature is of special 
interest to executives active in busi- 
ness management. It is current, and 
requests for this literature received 
several months after date of this 
issue may find supplies of the various 
booklets are completely exhausted. 





1111. PRES-TO-LINE TYPING SYS- 
TEM. New booklet being offered by 
Precisioneering Manufacturers, Inc., 
tells how this copyholder increases 
typists’ speed by helping them to read 
faster. If your typists are being 
slowed down by reading from a 
strained, unnatural position, you'll be 
interested in the unusual features of 
Pres-to-line described in this booklet. 


. 


1112. IF DOORS COULD TALK. An 
unusual protection is offered in this 
brochure-—a Silent Watchman Time 
Recording Lock—which gives you a 
weekly report on everything that has 
happened to your locked door during 
your absence. Would you like to know 
if your business was opened on time? 
Did someone enter your premises 
after closing hours? Was your store 
closed after the official closing hour, 
or were late shoppers shooed out? 
A limited number of these interesting 
brochures are available from The 
Silent Watchman Corporation. 


* * 


1113. DECORATOR’S COLOR SE- 
LECTOR. A 17-page selector contain- 
ing samples of 140 standard wall and 
trim colors is designed to help you 
choose the best color for your Hauser- 
man movable partitions. Each of the 
140 colors was chosen on the basis 
of its proved “livability.” Samples 
are numbered and labeled with per- 
centage of light-reflecting value on 
metal surfaces. Copies will be mailed 
on request. 
* = x 


1114. THE KEY. Vaughan Shelton, 
Inc., is offering a unique departure 
from the usual approach to company 
publications. This pocket-size monthly 
magazine, with a maximum reading 
time of 20 minutes, touches upon items 
of inspirational value and interest to 
the average employee. Religious 
themes are treated with a broad view- 
point and sincere respect for all 
faiths. Labor-management issues are 
avoided. Magazines may be imprinted 
on front cover with company name, 
or carry a full-page message on in- 
side back cover. Available to firms of 
any size. Magazines are shipped in 
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bulk, or mailed to employee list as a 
mailing service. Contact Vaughan 
Shelton for details 


1115. FACTS ABOUT FLOOR 
SAFETY. The 20-page booklet de- 
scribes finishing techniques and main- 
tenance methods, along with practical 
floor care hints. Write for a copy. 


Requests for these booklets may be 
sent direct to the companies listed. 


1111. Precisioneering Manufacturers, 
Inc., 2339 Cotner Ave., Los 
Angeles 64, Calif. 


. The Silent Watchman Corpora- 
tion, 505 W. 42nd St., New 
York 18, N. Y. 


. The E. F. Hauserman Com- 
pany, 6800 Grant Ave., Cleve- | 
land 5, Ohio. 


1504 
Bldg.., | 


1114. Vaughan Shelton, Inc., 
Law and _ Finance 
Pittsburgh 19, Pa. 


. Maintenance Products Depart-| 
ment, S. C. Johnson & Son, 
Inc., 1525 Howe St., Racine, 
Wis. 
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Statement of the ownership, management, 
and circulation required by the Act of Congress 
of August 24, 1912, as amended by the Acts 
of March 3, 1933, and July 2, 1946 (Title 39, 
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1. The names and addresses of the 
editor, and managing editor, are: 
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of the person or corporation for whom such 
trustee is acting; also the statements in the 
two paragraphs show the affiant’s full knowl- 
edge and belief as to the circumstances and 

ditions under which stockholders and 
ecurity holders, who do not appear upon the 
books of the company as trustees, hold stock 
and securities in a capacity other than that 
of a bona fide owner. J. C. ASPLEY 
Sworn to and subscribed me this 24th 
day of September 1951. SopoLewskl, 
Notary Public (My expires 
February 2, 1954.) 
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PICTURED is 18-Section TU Model, priced 


$25.00. 7 other Models ranging from 


EVANS SPECIALTY CO., INC. 


405 WN. Munford St., Richmond 20, Va 


LOOK... what MY boss gave me! 


This new Desk-Type ROTOR-FILE of mine holds over 
N yw 
available. Now, I can give my boss all the 


used to fill a dozen file drawers 


8x5 cards that 
instantly 
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40,000 big 
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NO WALKING, NO STOOPING, NO DRAGGING 


I used to have to walk back and forth to the files all day 
after 
the 


Wassell Desk-Type ROTOR-FILE 


drawer 
from 


labels, and drag out 
card we need instantly 


The Wassell Methods Engineer 
FILE and get the same advantages 
I'm getting. There are large 
models for anything from cycle- 
billing records to current corres 
pondence — models of various 
sizes for tabulating cards and ad- 
dressing plates. He says a single 
ROTOR-FILE the size of mine 
will take care of over 64,000 
3x5 cards! I'd suggest you send 
this coupon to Wassell today 
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If papers in file drawers could talk, 
They'd speak to the girls, to remind 'em 
To always use PENDAFLEX folders, 

The quick way fo file 'em and find 'em. 


on < PA 


a Foo 400 / 
|S 


ak a 
PENDAFLEX 


HANGING FOLDERS 


FOLDERS HANG ON 
FRAME 


FRAME 
FITS IN 
FILE DRAWER 


INSTANT REFERENCE 
TO EVERY FOLDER! 





OXFORD FILING SUPPLY CO., INC. 
Clinton Road, Garden City, N. Y. 











“Saue Time wtth 


Ktte- Line’ 


THE MODERN COPYHOLDER 


Promotes Accuracy * Increases Production 
Saves Eyestrain + Portable 


$1775 PLUS TAX 


Attachments for copying from wider sheets 
15 inch eye guide extension — $1.25 
20 inch eye guide extension — $1.50 











FREE TRIAL OF FER — Write asking us to send you 
a RITE-LINE COPYHOLDER with the understanding that 
you moy return it without charge within ten days. 


RITE- LINE CORP. 1025 - 15th Street, N. W. 


Washington 5, D. C 


RITE-LINE copvruoiper 
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FIFTY BILLION DOLLARS. By 
Jesse H. Jones, with Edward Angly. 
Of all the 15 or 20 books written by 
men who were officials in Washington 
during the Roosevelt administration, 
this is, by an unmeasurable distance, 
the best. It is frank. It is critical; 
and it documents many of the major 
achievements of the Reconstruction 
Finance Corporation while Mr. Jones 
headed it from 1932 to 1945. Were it 
not so tragic that such a dizzy person 
as Henry Wallace reached such high 
places in Government, the several 
chapters dealing with Wallace's vague 
dreaming, his incredible incompe- 
tence, would be hilarious. Now that 
it is all over, and Mr. Wallace has re- 
tired to a farm, perhaps Mr. Jones’ 
treatment of Wallace is hilarious. To 
the many men who do not admire 
President Truman, the book offers 
some solace: If Truman had not been 
selected as vice president, we might 
have had Wallace as President, and 
such a possibility makes the blood 
run cold with apprehensive shivers. 
If ever the country falls into another 
depression, this book will be the best 
available guide to whomever is given 
the responsibility of bailing out the 
banks, railroads, mortgage companies, 
and real estate owners. In one 
chapter after another, Jones tells 
exactly what he found wrong with 
the bankers, with the mortgage com- 
panies, the railroads, and how they 
were saved with Government money 
He tells why he refused to loan 
money to some outfits, and how the 
President pestered him to buy the 
Empire State Building from Al Smith 
because he had an expensive family. 
Today, with the country rolling in 
prosperity, it seems incredible to look 
back at the wreckage that prevailed 
everywhere in the early thirties. Here 
is revealed the cold, calculating stub- 
bornness of Henry Ford, the timidity 
of the New York bankers, the damage 
done to the Continental Illinois Bank 
by the fall of the Insull empire, and 
perhaps a _ thousand other inside 
stories. There are some stories of 
magnificent devotion to the country’s 
welfare, and some spine-chilling facts 
about the greed and selfishness of 
other men in high places. Some people 
complain that Mr. Jones is a cold and 
ruthless man. The 13 years he worked 
in Washington at great expense to 
his personal fortune and health is per- 
haps the greatest record of unselfish 
devotion to the country’s need ever 
turned in by anybody. The MacMillan 
Company, 62 Fifth Avenue, New 
York 11, N. Y. 617 pages. $6 





HOW TO FILE AND INDEX. By 
Bertha A. Weeks. Companies having 
trouble with their filing departments 
can learn a great deal from this book 
It makes little difference what kind 
of business 4 company is in, because 
there are chapters on certain indus- 
tries. For example, a lawyer's office, 
accountant’s office, hospital, engineer- 
ing firm, and advertising agency are 
all covered in separate chapters. 

The book goes into such things as 
“Analyzing Files,” showing what can 
be done to an outmoded system that 
no longer distinguishes important 
papers from worthless ones. There 
are descriptions of office equipment 
needed for housing files, and a dis- 
cussion concerning layout of a file 
room. 

Bertha Weeks is an expert in the 
filing field, having been closely as- 
sociated with the work for years. She 
is director of Record Controls, Inc., 
Chicago. Revised edition. The Ronald 
Press Company, 15 E. 26th Street 
New York 10, N. Y. 290 pages. $4. 


THE EXECUTIVE AT WORK. By 
Melvin T. Copeland, George Baker 
Professor of Business Administration, 
Harvard University. As a rule we 
don’t go overboard for business books 
by college professors. Too often they 
strain to reduce everything within 
gunshot to fixed rules and set prin- 
ciples. They overlook the all-impor- 
tant fact that you seldom get the 
answer to a knotty business problem 
out of a rule book. You have to think 
it through the hard way, and as a 
rule, solve the problem by doing just 
the opposite from what others are 
doing. But this book of Dr. Copeland’s 
really stimulates original thinking, 
without making simple things com- 
plicated. It is chatty and easy to read, 
too. The author draws on his own 
rich experience which covers some 40 
years in the classroom and in the 
analysis and discussion of hundreds 
of concrete problems of business ad- 
ministration. It is one of the best 
books dealing with the problems of 
the executive we have ever read, and 
is deserving of a careful reading not 
only by management men but by 
college administrators as well. Har- 
vard University Press, Cambridge, 
Mass. 1951. 278 pages. $3.75 


THE AMA HANDBOOK OF WAGE 
AND SALARY ADMINISTRATION. 
Edited by M. Joseph Dooher and 
Vivienne Marquis. This book is de- 
signed to meet needs of companies 
setting up plans of wage and salary 
administration, and is also an excel- 
lent text for firms that want to re- 
view and improve their own pro- 
grams. The handbook offers tested 
and up-to-date techniques that can be 
compared with others in use by vari- 
ous companies. American Manage- 
ment Association, 330 West 42nd St., 
New York 18, N. Y. 410 pages. $7.50 
(AMA members, $5.) 
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jt NOW appears that the major inflationary 

impact upon wages and prices will be de- 
laved until 1952. Despite the curtailment in 
some civilian lines, the outlook, according to 
the Cleveland Trust Company whose forecasts 
are usually reliable, is for continued large, 
over-all production. With the adequate stocks 
on hand, this condition makes current price 
ceilings on some items academic, and tends to 
restrain prices. But the foreign situation is 
highly explosive. A devaluation of foreign cur- 
rencies, particularly the pound sterling, could 
spread to our shores. All-out war in the Near 
East could touch off another inflationary cycle. 
It’s anybody’s guess. Our guess is that the 
British pound will be devaluated if payments 
from Germany to cover military occupation 
costs are eliminated under the proposed 
“security deal’; that the danger of all-out war 
in the Near East, Asia, or Europe during 1952 
is very remote; that a face-saving formula will 
be found to stop the shooting in Korea, but our 
troops will be kept there until the East-West 
issue is resolved, which may be years off. Per- 
haps more than we realize, future prices here 
depend upon Mrs. Consumer. If the Little 
Woman gets it into her pretty head that prices 
are too high, and that she can buy for less by 
waiting, she will wait. On the other hand, if 
she decides she might not get what she wants 
at all if she waits, or that prices may go still 
higher, then she will shake out her piggy bank, 
sell her Defense bonds, and go on a buying 
spree. The chances are, it seems to us, that for 
the balance of 1951, inflationary pressures will 
be mild; but deficit spending’ might step up 
prices and wages in 1952. 


Accounting Costs 


Since 1900, the number of persons engaged 
in office work increased 650 per cent. But even 
with 8 million presently engaged in doing the 
paperwork which Government controls, taxes, 
and the ordinary run of reports require, there 
is an alarming shortage of competent office 
personnel. As a result, the costs of office ad- 
ministration, as was cited at the national get- 
together of the Systems and Procedures As- 
sociation of America, have become a real chal- 
lenge to management. One solution, hopefully 
advanced, was to gang up on Washington and 
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demand an end to needless reports, statistics, 
and records. Another was the use of more up- 
to-date equipment in the office. “’Too many ac- 
countants,” said the comptroller of the United 
States Steel Supply Company, “while most 
conscious of costs and cost controls for others, 
take no cognizance of their own activities. The 
cost of accounting is just as much a charge 
against profit and loss as the cost of making 
and selling a product.” Mr. Flinn’s point de- 
serves underscoring. Not all, but certainly 
most, accountants are prejudiced in favor of 
the “status quo.” They look with jaundiced 
eye upon any suggestion to change procedures, 
systems, or methods. But with the burden on 
office management growing, and trained per- 
sonnel becoming increasingly difficult to find, 
perhaps simplification of all record keeping is 
advisable, even to the point of junking some- 
body’s pet system. 


Better Planning 


Al Seares, vice president of Remington 
Rand Ince., speaking before the Office Man- 
agement Association of Chicago, said most of- 
fice managers are burdened with so many de- 
tails that they have no time for planning. The 
same criticism applies to sales, production, and 
especially general management. In our hustle 
and bustle to get on with the day’s work, we are 
too pressed for time to think about better ways 
to do the work. Our insistence that everything 
is so important and deserves the attention of 
the chief executive is costing business millions 
of dollars annually. Is it any wonder chief ex- 
ecutives are cracking up at an alarming rate 
Admitting that some men are not the planning 
type, most businesses today would run more 
smoothly and make more money if the chief 
executive was relieved of all operating duties 
except seeing that the organization stays on 
the main line and doesn’t bog down on side 
tracks. He should have time to get around, to 
talk with customers and the company’s field 
representatives, to do creative thinking, and 
to explore new fields and new uses for the com- 
pany’s products. We all know corporation 
presidents so tangled up with operating de- 
tails they insist no one else can handle that the 
business is dying on the vine and they don’t 
even know it.—J.C. A. 
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The Claltonal Adding Machine 


with time-and-effort-saving features 


never before combined on ONE machine! nal. 


2. Automatic space-up of tape. 


6. Subtractions in 
red. 


3. Automatic credit balance. 


i by 
bar. 


4. Full, visible keyboard. 


7. Large answer dials. 


4 
4 


5. Easy-touch key action. Depres- 8. Heavy-duty construction. 


Call the local National Cash Register 


These National Adding Machine features 
can mean money to you...intime saved Company's office, or the dea 

. in added accuracy ...in more work _ tributor for National Adding Machines 
done with less effort. Prove it in your Arrange for a revealing demonstration 


own office, on your own work, now. 
THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO National 


CASH REGISTERS « ADDING MACHINES 
ACCOUNTING MACHINES 
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Faster” form insertion 


An exclusive feature of Underwood Elliott Fisher models 
the Flat Writing Surface ... permits inserting forms as quickly 
R 1 f , . and easily as placing papers on your desk. 
egardless of style, size or arrange- . - - ae 
sé ‘ ty SE OF aFrang Postings are made on a completely electrified Single Typing 
ment of the forms you use, you Ad sai : : 
; : Keyboard, by the “touch” method, and only 10 numeral keys 


post all related records in a ee, a @ k Bal “per 
‘ ‘ ‘ randle all figure work. Balances and column totals . .. as nrany 
single operation with an Underwood , ee ne ee ee eee sa 


Elliott Fisher Accounting Machine... 30... are computed automatically, and a Roll Carbon Paper 


feature climinates handling loose sheets. 

Underwood Elliott Fisher models are available for every 
accounting need, A new illustrated folder reveals the unsurpassed 
versatility of these machines. Send for it... get the faets .. . 


mail the coupon now. 


Underwood Corporation 
Accounting Machines . . . Adding Machines UNDERWOOD CORPORATION, OnePark Avenue, New York 16, N.Y. 


Typewriters . . . Carbon Paper ; ‘ = 
. Please send me illustrated literature and full information about the 


Ribbons oad : = 
One Park Avenue, New York 16, N. Y Underwood Elliott Fisher Accounting Machines. 
Underwood Limited, Toronto 1, Canada Name of Company____ 
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